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Terms 

Goods will be shipped to any person or 
institution of known responsibility, or on 
receipt of satisfactory references. Purchas- 
ers who have no means of showini? tlieir 
responsibility may order C. (). D. or remit 
in advance to cover the amount of the bill. 
Any suiplus will be returned with the goods 
shipped. Remittances should be made in 
exchange on Boston, New York, Chicago, 
or for foreign orders on London, or by ^^^^a^^ 
money-order, or postal note. The actual 
cost of collecting local checks will be 
charged. As our constituency is scattered 
over the entire civilized world it is neces- 
sary to adhere strictly to this rule. Orders 
should be sent to the nearest office of the 
Bureau. 

All prices printed in this catalog are net. 

The discounts for quantit\' are indicated 
in everv^ case. 



J5he Library Bureau 

The purpose of the Library Bureau is to supply public 
and private libraries with everything they need except books, 
other than technical manuals. 

The development of library science durinj^ the last (piarter 
century has made it evident that a library in the true sense is 
not merely a certain number of books, l)ut rather a ( ollection 
of books so arranged that they may be conveniently used for 
reading or reference. Five thousand well-chosen volumes 
classified and administered accordmg to modern methods may 
better deserve the name of library than four times the number 
carelessly or erratically arranged, even though the larger collec- 
tion might contain every volume to be found in the smaller 
group. 

The true measure of a library \s efficiency is not the 
number of books on its shelf-list, but the ease with which it 
may be used by the student, and the number of general 
readers to whom it affords profit and pleasure. 

Twenty-five years ago there was no organized business 
for furnishing libraries with the appliances needed for admin- 
istration. Indeed, it would have been impossible tr) create 
such a business, since library methods were so diverse that 
no two institutions used exactly the same equipment. 

In 1876 the American Library Association was formed 
for the purpose of bringing together skilled library workers ^JJ^** 
to discuss topics of professional interest. A co-operative 
committee was at once chosen for selecting models and sug- 
gestions for library appliances, and in this way were evolved 
the essential features of the library equipment now in general 
use, though constant study and experience have brought 
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about from year to year many improvements in its plan and 
structure. 

Tin's co-operative selection and approval of desirable forms 
of library apparatus produced a certain degree of uniformity 
in demand, and made it evident that the expense and trouble 
invohed in producing- indejK^ndently the equipment for each 
library could be greatly lessened if sc^ne one would undertake 
to supply the various articles recommended. 

.As a commercial \enture this was far from promising, 
but the i)rofe.s>ional advantages were too important to be 
disregarded, since only through this means could the library 
nK)vement be rajMdly extended. To this end the Secretary 
of the Association undertook the nK\nufacture of all supplies 
approved b\' the committee, and not elsewhere obtainable. 
For several years he continued this work without compensa- 
tion and at actual loss tc^ himself, till gradually the foundation 
was laid for a separate business. IMiis business is the Library 
Bureau. 

This brief glance at its origin shows that the relation 
between the Library Association and the Library Bureau is 
not the mere connnercial bond existing between the creators 
of a demand and the purveyors of its sui)i)ly, but that it is 
vital and organic. The work of the lUueau is the expression 
in material form of the work of the Association, and conforms 
more closely to professional ideals than would be possible 
under less favorable conditions. 

The result of the Bureau's labors, following out the pre- 
vious work of the Library Association, has been to bring 
about approximate unifonnity in the administration and equip- 
ment of American libraries. The most obvious advantage 
of this has been, of course, to librarians, who arc thus enabled 
to utilize the accumulated experience of their profession 
in the soludon of problems which formerly had to be 
worked out independently for every library. Hardly less 
important is the basis which this uniformity affords for 
instruction in library science, so that it is no longer neces- 
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sary for every library to train its own corps of workers from 
the outset. 

There must also be placed to the credit of the Library 
Bureau the substantial saving in cost of apparatus and supplies 
made possible by many Hbraries purchasing" from a common 
source; and last, but by no means least, the very great gain 
which the rapid extension of library science has brought to 
students and general readers. A student pursuing special 
lines of research may now go from one library to another, with 
no loss of time in acquainting himself with the resources of 
the several institutions and the minimum of danger of over- 
looking useful material in any one of them, while the occasional 
reader, finding how simple library work has become under 
the modern system, is encouraged to undertake consecutive 
work in place of desultor>^ browsing. 

It is happily becoming less and less necessary^ to urge 
upon libraries the arguments in favor of equipment adequate tkc equip. 
to their needs. While it is undoubtedly true that few libraries qxiestion 
have as ample funds as they could use with profit, and that 
their resources must be carefully apportioned between books, 
housing, salaries and apparatus, it is generally recognized that 
undue economy in the last respect is unwise in the long run. 

When commercial enterprises find it profitable to procure 
the latest devices for saving labor at very considerable cost, 
the wisdom of a similar policy for libraries can hardly be 
questioned. Viewed from a purely economic standpoint 
modern apparatus of the best quality is indispensable, because 
it saves time and removes the need for costly special supplies. 
A worthier argument is found in the fact that without it no 
library can satisfactorily fulfil its chief purpose. 

In the case of very small libraries the relative cost of 
proper equipment may sometimes seem large, but it must 
be remembered that the greater part of the outlay is for 
articles which will not need replacing during the life of the 
institution. It must also be noted that it is practically impos- 
sible for other forms of library apparatus to supersede the 



forms now accepted, since these have the unique advantage 

of representing the practically unanimous consensus of the 

best professional judgment. 

The work of the Librar>' Bureau divides itself naturally 

into the following departments: 

Consultation Furniture _ 

^ I . .... Division 

Cataloging Administrative equipment into doi>art. 

Interior woodwork Publications monts 

Bookstacks Supplies 

In this catalog all of these departments are treated only 
as they relate to libraries. The commercial work of the 
Library Bureau is even more varied in its scope, and contains 
similar departments which arc fully described in our other 
publications. 

The first three department.s, it will be noticed, are of a 
strictly professional character. They relate to the expert and 
technical service which the Library Bureau is always desirous 
of rendering to libraries for a barely nominal consideration, or 
frequently without charge, with a view to promoting the most 
advanced library methods. 
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Policy and purpose 

The first endeavor of the Bureau is to meet every require- 
ment of the modern library fully and satisfactorily, and to 
advance as rapidly as possible the study of improved library 
methods. For this purpose a considerable portion of this 
catalog space is given up to the description of appliances and 
supplies which it does not manufacture, but which the Library scope of 
Association has recommended as valuable. Thus the catalog 
itself has become an almost indispensable aid to library work, 
since it presents in compact fonii a complete list of necessary 
material and apparatus. 

We supply everything recommended by the Library 
Association and the Library schools, and to accommodate 
librarians allow other supplies, when required, to be ordered 
through us. In no instance is the cost greater than if the 
order were placed elsewhere, and it is frequently less, owing 
to our facilities for buying. We want to prove that the most 
convenient, economical and satisfactory course w^hen anything 
is needed for a library is to send directly to the office of the 
Bureau. When selection of material is left to us the purchaser 
has the advantage of our wide experience without extra cost. 
General instructions concerning price limits or other neces- 
sary details may be supplied when necessary. Such data will 
always be carefully noted and scrupulously followed in filling 
the order. 

The materials and workmanship of library apparatus fur- 
nished by the Bureau are of the highest class, while the models 
and labor-saving devices are those approved by the recognized 
authorities in library administration. 
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Consultation department 

It seldom happens that the preliminary^ work of founding 
a library falls on men and women of technical experience in 
library matters. A generation ago this was of little or no 
moment, as there were few recognized standards or established 
methods in library work, so that a high average of culture 
and executive ability on the part of a library board could 
safely be relied on to bring about the best results obtainable 
at the time. 

During the last quarter century, however, the profes- 
sion of library administration has become as distinct as, for 
instance, the profession of architecture. The amount of tech- preliminary 
nical knowledge has rapidly accumulated till it stretches far "*»'*^^^"' 
beyond the limits of general information, and can be mastered 
only by those who devote their whole time to it. The per- 
manence of a library and its importance to the welfare of the 
community make it essential that its organization should be 
as nearly perfect as possible, and it may safely be said that this 
can no longer be done without professional assistance. 

The Consultation department introduces this element of 
expert assistance at the very beginning of a library movement. 
It provides for the careful study of such preliminary questions 
as the legal rights and privileges of the proposed library — for 
some states have much more liberal library^ laws than others 
— the developing of interest and the raising of funds, bringing 
to these matters a wide experience, and sometimes overcoming 
apparently serious obstacles through a knowledge of how the 
same difficulty has previously been met. 

The Bureau is glad to confer with architects concerning 
details of heating, lighting, ventilation and fixtures as applied 
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to special needs of libraries. Its pictorial and other records 
cover so large a portion of the whole field of library progress 
that they constitute an invaluable fund of information and 
suggestion for library buildings. This is notably true in the 
case of smaller libraries, where the special problems to be forsmaii 
solved are relatively fewer, and the economic advantage of ^*'*^** 
profiting by the experience of successful existing institutions 
is too important to be lost. The Bureau also gives expert 
advice on library organization, buying books, cataloging, bind- 
ing, indexing, classification and every other department of 
library administration. Through its assistance a village library, 
beginning with a few thousand books and possibly with partly 
trained workers, can be founded on the same essential prin- 
ciples which govern the great municipal and university libraries, 
thus making of the best possible use the small collection of 
books, and preparing the way for future growth, no matter 
how great, without expensive alterations in the system. 

£mployment bureau 

The Library Bureau keeps on file a list of the names, 
addresses and qualifications of librarians and assistants seeking 
library positions, for the convenience of library trustees and 
others requiring such services. 

Information of vacancies will at once be sent to suitable 
applicants, but no further obligation will be assumed by the 
Bureau. The endeavor is to put into each position the most 
competent peuon to be had for the salary offered, and to 
find for the applicant the best position he or she is qualified 
to fill. This service is undertaken without fee or charge of 
any kind to either party. 
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Cataloging departinent 

This department of the Library Bureau was organized 
to provide trained workers for the actual process of organiz- 
ing a new library or re-organizing an old one. 

The amount of labor necessary for installing a new 
library, even when an adequate force of librarians is to be 
permanently employed, often makes it desirable to secure 
outside assistance for the initial work. When, as is usually 
the case, the library must be administered as economically as 'T^'TJiimr* 
possible in salaries, such trained assistance at the outset nary work 
becomes imperative. The important work of making a catalog 
can properly be done only by librarians familiar with the 
latest developments of library methods, and lack of this 
technical facility may cripple the usefulness of the library 
for many years, or until laborious revision is undertaken. 

Libraries which cannot permanently afford the best pro- 
fessional skill should by all means secure it for the work of 
organization, since by this means the general plan of arrange- 
ment will be correct and in harmony with the methods used 
throughout the library world, while the permanent staff of 
officials will gain, in working side by side with experts of 
wide experience, the necessary knowledge for consistently 
following out the original plan. 

The cataloging department is equally serviceable to 
long-founded libraries administered under obsolete methods. 
These libraries are sometimes exceptionally rich in valuable 
material, which for want of proper arrangement is useless, or 
of service only to the limited number of students who have 
happened on it by chance. A new catalog for such a library 
will often increase its usefulness better than a large purchase 
of books. 
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The rapid growth of knowledge concerning library 
methods among trustees and the public brings many demands 
for re-organization of old libraries. Temporary employment 
of experts for this work makes it possible to retain the ser\accs 
of valued employees. Re-arrangement is performed under the 
observation of the regular staff, and with their assistance, so 
that they can readily adapt themselves to modern progressive 
methods. 

The Library Bureau will take contracts for the organiza- 
tion of old or new libraries, assuming full responsibility for 
the work, or it will send from its corps of experts, catalogers 
fully qualified to work under the trustees or librarian. 
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Interior Woodwork department 

The interior woodwork of a librar>^ should be character- 
ized by purity of design, structural excellence and perfect 
finish. It must be free from any form of fantastic ornament 
and possess in marked degree the qualities of dignity, beauty 
and stability which fit it for long years of satisfactory service. 

Donors and trustees in charge of library construction will 
find the Bureau helpful in the earliest stages of the work. 
Experience has demonstrated that the staff of the Bureau foT^'chni- 
can work in perfect accord with the architect of the build- ^g^"'*'*''' 
ing, and that this co-operation tends to produce a result 
which ensures convenient and economical administration with- 
out any sacrifice of artistic appearance. The development of 
library science has rendered this technical assistance practically 
indispensable, since the architect, however skilful he may be, 
cannot be expected to master the details of library methods, 
and without this knowledge the most careful plan may be 
seriously defective on its practical side. 

Wide experience in fitting up libraries has afforded the 
architectural staff of the Bureau exceptional opportunities for 
studying the problems involved in laying out library rooms; 
and architects or building committees who consult the Bureau 
at this stage of the work may be sure that the best disposi- 
tion will be made of every inch of available space, while due 
consideration of general effect is also kept in mind. 

The interior woodwork department is in the hands of 
competent architects, who may be called into consultation or 
who will undertake the entire work of designing and carrying 
out the interior finish of a library building, together with its 
fixed and movable furniture. Improved machinery enables us to 
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make the highest grades of woodwork at moderate cost. 
Inferior cabinet work is unsuitable in a library, where it 
becomes in a short time a source of practical annoyance, and 
an eyesore from increasing shabbiness. Only the best work- 
manship will successfully survive the constant use, artificial 
heat and the heavy weight of books and bulky records to which 
library cabinet work is subjected. of good 

Some of the finest interior work in the country has been work* 
executed by the Library Bureau, and it is generally conceded 
that in any case where we have filled contracts our wood- 
work is the best in the building. We have woodworking fac- 
tories in Boston and Chicago. These factories employ only 
workmen of recognized skill, and their product is uniformly 
of the highest standard. 

M\ise\im fittings 

For several years we have made a special study of fittings 
for museums and art galleries. We have fitted many of the 
leading museums with specially made fixtures of the best 
design and workmanship. 

We are prepared to estimate on architects' drawings for 
delivery counters, stacks, bookcases, bulletin boards, and all 
library or museum fixed furniture, or we will submit appro- 
priate designs by our own architects. While many of these 
fittings can be ordered from our regular stock, it is often desir- 
able to have them built from special designs when this can 
be afforded. Descriptions of movable furniture will be found 
in subsequent pages of this catalog. 

Complete information, designs and estimates for this work 
given on application. 
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Bookstacks 

Storage of books in a library involves many important con- 
siderations, such as economy of space, provisions for growth, 
well-being of the books themselves, and convenience of stafif 
and public. 

For many years the Library Bureau has made a special 
study of stack construction, and has carefully investigated the 
various devices developed in pursuit of a satisfactory type of 
stack. As a result of this w^ork w^e are prepared to estimate not 
only on forms manufactured under our own patents, but on 
various modifications, or on other forms when preferred ; construction 
among them may be mentioned steel stacks wdth ornamental 
cast-iron ends, stacks with solid metal or with gridiron shelves, 
the sheet steel stack built like a bookcase, and the stack with 
a hanging bracket of sheet steel, called by some librarians 
the " tin stack". 

Library Bureau standard steel stack 

This stack eliminates as nearly as possible the objectionable 
features which have hitherto characterized stack construction. 
Engineering skill has stripped away material which added noth- 
ing to strength and stability, till the standard stack bears about 
the same relation to old-fashioned fixed shelving that a modern 
steel building bears to the Tower of London. Among the 
results achieved are: 

Use of every inch of vertical space, secured by absolute adjustability. 
Rigidity of construction. 

Adjustability of shelving from front and without removing books. 
Least possible obstruction of light and greatest possible ventilation. 
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The staiulard Mack is made in ittngte stories for jtmall libra* 
rics, or in as many stories a^ may be required. It adapts it.Hclf 
readily to expansion, as a !iingle*tfctor>' stack may be used later as 
the top story of a muhifloor stack, or at slightly greater expense 
the first story may be built litrong enough to support additional 
stories. All parts of the one-story stack arc interchangeable* 
and most parts are interchangeable in a many-storied stack. 
The entire a'-anrangement of the one-stor>' stack requires no 
mechanical skill, but can be made under intelligent direction by 
any laborer. 

The standard stack consists of steel uprights re-inforced to 
amy requia^d streogth, and tied together in regular building con- 
struction. Use of 
^ g cold rolled steel 

I I under appnived en- 

j^^^ ^^M _/fW^V gineering methods 

#|VM^\^^H^SOSK secures minimum 

V^^On^H ■I^SS^El weight with maxi* 

U U P^^^ stability, so that a 

^J ~ double stack contain- 

^^m *"8f ^55 pounds of 

■ ■ metal supports 5,000 

■ ■ pounds vi btx>ks» with 

a large factor of safety. 
Bmckels are of cast*iron, light and graceful in design, and 
variously finished* The standard stack is specially susceptible 
of adaptation to the architectural spirit of a library building, as 
brackets, railings, and other cast-iron or brunate parts can be 
designed to hannonize ^ith their surroundings. Brackets are 
adjusted tu uprights by a bron/e lug having a case-hardened steel 
screw; brotiie to prevent corrosion in places where adjustment 
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End firdsh of standard stack 
showing brackets and pilaster 
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is changed but seldom ; case-hardened steel to stand wear 
caused by frequent re-adjustments. This mechanism allows the 
bracket to be placed at any point on the upright, instead of only 
at fixed intervals; an important advantage, since there are no 
standard sizes for books, and a construction which does not 
permit this absolute adjustment may easily reduce the storage 
capacity of a section as much as one-eighth or i2j^ per cent. 
Shelves can be moved independently at any time from front of 
stack and without disarranging their contents. 

Library Bureau standard shelves have a uniform length of 
three feet. Experience has proved this the best maximum 
length, as after a time a longer shelf sags. All shelving in a 
library should be of the same length, as interchangeability saves 
rehandling books, and establishes a standard shelf-full, which is 
a convenient unit of measurement. Ledge stacks are those 
having wider lower shelves. For bound newspapers or very 
wide books a still wider shelf is made to order. In Library 
Bureau stacks 8 in., lo in. and 12 in. shelves may be used inter- 
changeably throughout all parts. 

Shelves slide smoothly in a groove cast in the bracket. 
Wood shelves have a patent label-holder, so that labels may be shelving 
attached at any point. These can be removed instantly without 
injuring themselves or defacing the shelf. Besides the ordinary 
wood shelf we ofifer a metal-sheathed shelf which is a perfect 
non-conductor of heat and fulfils the requirements of fireproof 
construction better than an all-metal shelf. Under intense heat 
metal shelving warps, throwing books to the floor and adding 
fuel to the flames, increasing the fire loss, while a wood shelf, 
though half consumed, will continue to support its contents. 
The wood shelf has the further advantage of noiselessness, a 
feature to be sought in every detail of a library's equipment. 
For very heavy volumes shelves on rollers are supplied. 

The usual end finish of the standard stack is a metal pilaster 
harmonizing in design with the brackets. This end is strongly 
recommended, as it offers no impediment to light and ventila- ^"<* '*«*»*» 
tion ; but solid ends of ornamental iron-work, the full width of 
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the shelves, are furnished when requested. They do not inter- 
fere in any way with structural features. See illustration on 
pages 40 and 41. 

This form of stack provides without separate outlay for 
the best manner of artificial lighting. In single story stacks 
electric light wires may be carried through the tie bars and 
lights dropped as desired. In constructing the stack for a 
number of floors floor plates and uprights are planned with '* ^"* 
the electrical wiring in view. Where movable lights are needed 
an adjuster, operated by a strong spring, automatically winds 
up or releases the insulated wire, thus doing away with un- 
sightly tangles of wire where a bulb is simply hung on a hook. 
Glass flooring in stacks of many stories removes much of the 
necessity for artificial light, effects an important economy, and 
prevents dirt filtering down, as it is sure to do through 
perforated floors. 

Clutch stacks 

In addition to the standard stack the Library Bureau makes 
a simpler and less ornamental form, often chosen in preference 
to more elaborate forms. The clutch stack uprights are of cold 
rolled steel, so made as to combine great strength with the firm- 
ness necessary for securing the shelves. The brackets are abso- 
lutely adjustable and are fastened to the uprights by a clutch, 
simple in its working and with no complicated mechanism to 
get out of order. Brackets are of plain sheet steel with electro- 
bronze finish. Strength of material permits this bracket to be 
made very light without flimsiness, while entire absence of orna- 
ment leaves no small surfaces to collect dust. This stack is 
also well suited for storage and for stacks where ornamentation 
is not required. 

The rigidity of the clutch stack is fully equal to that of the 
standard stack. An official test made at the United States 
arsenal at Watertown showed that a single upright was capable 
of sustaining over 18,000 pounds, or in actual use would sup- 
port, with a large safety factor, a much greater load than the 
capacity of the stack could possibly impose on it. 
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Stacks for large libraries 

The Library Bureau standard stack, the clutch stack, and any 
other desired forms are supplied in two, three, or more stories 
for libraries requiring a great amount of shelf room. These punsior 
stacks are more fully described in a separate publication, sent 
on request to architects, trustees, librarians or others. When 
more than one story is used, special features must usually be 
considered. The plans and layouts furnished by the Library 
Bureau for multi-storage stacks are based on experience gained 
in building bookstacks for most of the best known libraries in 
this and other countries. 

For stacks of two or more stories we build light ornamental 
stairways of iron with treads of marble, iron, or glass. A 
straight stairway is usually more economical and convenient, 
but in some buildings spiral stairs are needed. For stacks with elevators 
many stories we build book lifts with ornamental iron shafts and 
carriages, having all modern mechanical and electric appliances. 
They may be simple or elaborate as required. 
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Furniture department 

The manufacture of library furniture is one of the most 
interesting and successful departments of the Bureau's work. 

For large libraries, and for smaller ones where rigid economy 
is not imperative, the furniture is usually made from special 
designs by the architect of the building, or by the staff of the 
Library Bureau. This method has the double advantage of 
bringing it into perfect accord with the surroundings, and at 
the same time adapting it in size and form to the spaces it is to 
occupy. 

Furniture designed in this way has invariably a distinction 
and individuality of character which places it beyond the influ- 
ence of changing taste, and as there is no reason why library 
furniture that was originally satisfactory should ever be renewed, 
the extra cost of having it made from special designs is not 
extravagant, even when funds are limited. Special furniture 
adds not only to the beauty of the library, but to the conven- ^J^ilfa^T 
ience and facility of its administration, provided always that to 
the taste of the design and the mechanical skill of the cabinet 
work there has been added a full technical knowledge of library 
work in its smallest details. 

The Library Bureau makes to order every variety of special 
furniture for libraries, museums, library offices and staff rooms 
and private libraries or studies, including cases for rare or 
heavy volumes and specimens, photograph cabinets, furniture 
for children's reading rooms, settles, periodical and newspaper 
racks, and cabinets for catalogs and for correspondence. 

When the entire work of furnishing is entrusted to the 
Library Bureau perfect suitability and harmony of design are 
assured. 
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Reading room, Public Library, 
Jersey City, N,J. Furniture 
and fixed periodical racks made 
by Librar}^ Bureau 
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of proper 
size 



Children's rooms 

Every progressive librarian and library trustee recognizes 
the importance of attracting children to the library, and 
promoting their comfort and happiness while there. The Furniture 
provision of suitable fixtures and furniture is indispensable to 
this end. Chairs and tables should be of correct hight for 
little readers, shelving should be within easy reach, and bulletin 
boards so placed that they can be readily seen. " The object 
of education is to make people not merely do the right thing 
but enjoy the right thing," and the frequenters of children's 
reading rooms should find there simple and artistic surround- 
ings associated with the best books and the best pictures. 

The mere fact that a special room, properly equipped, is 
is set apart for their use encourages children to frequent the 
librar}^ where they learn to use books to the best advantage and 
unconsciously acquire useful familiarity with library routine. 

The Library Bureau has made a special study of the 
requirements of this department of a library, and from long 
experience is able to fit children's reading rooms in the latest 
and most approved way. The liliputian chairs and tables 
are graduated in size to suit various ages, strongly constructed 
and simply designed, so that children can be perfectly com- 
fortable when reading and not obliged to have their feet out 
of touch of the floor or their arms in a strained position at 
the table. The Library Bureau is the only concern carrying 
such furniture in stock. 

Lay-outs, plans, sketches, and designs with estimates will 
be furnished on application. Illustrations and prices of chil- 
dren's chairs and tables wall be found in the furniture 
department of this catalog. 
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stock furniture 

In addition to designing and making special furniture the 
Library Bureau keeps in stock everything ordinarily needed for 
furnishing a library or study. This furniture has the same 
excellence of material and structure as our to order work, and 
is made in our own factories from designs appropriate to library 
uses. Long experience has enabled us to eliminate the less 
desirable models and perfect those which are most satisfactory, 
until very durable and satisfactory types have been evolved. 
The simplicity of design, correct proportions and perfect finish 
of Library Bureau furniture distinguish it sharply from com- 
mercial furniture of the same cost. 

Prices quoted are net for single articles. Discounts allowed 
only on large orders. 

Reading tables 

The reading tables illustrated in the following pages are 
models which have proved most satisfactory- in actual use. 
for tables Larger tables than those shown are not advised. Several small 
tables are better than one or two large ones, as the floor space 
can be used to better advantage. Readers prefer the compara- 
tive privacy of small tables, as their attention is not distracted 
by the proximity of others and their work is protected from the 
scrutiny of the curious. 

The Library Bureau makes to order tables with slides to 
pull out when occasion demands. This device increases the 
accommodation for readers without crowding the room. Many 
libraries are now adopting the round reading table shown in the 
first illustration. 



Proper sizes 
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Round reading table 

Quartt^r-sawed white oak, antique finish. Legs strengthened 
by lag bolts. A very substantial table. Accommodates five 
readers comfortably. 



75K Adults' size, diameter 4 ft hight 3 1 ^ in* 

75K1 Children's size, *' 3H h, ** 2S}4 in, . 

•* 3J4 ft '* 25 in, . 

" 3H ft " 22 m, . 



25*00 
25.00 
25,00 



Library Tables — Change of price 



75h from I25.00 lo f 30.00 
75hl " 525.00 *' I30.00 
75a fzcoo ** |2$.oo 

75r * I25.00 *' I30.00 
75|l ** #20,00 "• I25.00 




Library or studv desk 

Quartcr-sa^wd tialc, antique finish, or to order in other 
wood^ Hardwood tup and extension slides* the lalter remov- 
able, so that they can be revenied for i%x>rk requiring pins or 
paste. Interior partitions adjustable, the two upiJer drawers 
having compartments fitting; L, R standard 33 cards. Yale lock 
Mcures all the drawers. Top 4 ft 6 in* x 2 f t 6 in. 

The qualit>' of material used and the amount of labor 
expended in pnxlucing the desks shown here preclude the 
possibility' of more than a trifling profit at the pricc^s named. 
The Library Bureau's chief object in making ihcm is to carry 
out its policy of supplying everything t-sscntial to a library's 
equipment* so that these desks present an exceptional oppor* 
tunity to libraries to obtain a fine piece of necosary furniture at 
an extremely moderate cost 




L. B. stool 
Quarlifr*Mwecl oak, antique iiaish; unifonn in design with 
Windiior chains 




1^ B, swfnglnit typewriter stand 
Made of quarter-sawed oak, antique finish, nickel plated 
braces and po^t Invaluable whene\*cr a uTiting machine is 
used in connection nvith «in urdinar)* or L. B. desk or tabic, as it 
places the machine at a proper elevation for use and leaves the 
desk or table free. It can be attached to cither comer of a desk 
or table in a few moment.^ without defacement of furniture. It 
is perfectly rigid in um.% holds 300 pounds, and instantly swings 
into position over the bp, or out of the way at the end of the 
desk. It automatically locks itself in either position by gravity. 






Dictionary 
Holders 



86da 



86dio 



Dictionary holders 

These have iron frame, japanned or bronzed, and oak or 
cherry tops. Complete catalog showing great variety of sizes 
and adjustments on request. 

86d2 $5.00 

86d3 With side shelf 6.50 

a6d5 " center " 6.75 

86dlO Self adjusting top 5.00 

Reading stand 

A combination book rest and revolving side shelf attached 
to a tripod on casters. Walnut, oak or cherry. 

86e2 I7.00 
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Icddeis, which are filed on edge in drawers corresponding to the 
trays of a card catalog. The arrangement may be alphabetic or 
numeric. In the latter case a card index is used as a key to 
the numbers. Folders arc guided at intervals by manilla guides. 
Useful as this system is for the orderly preservation of 
correspondence, it is of still greater value in a library for the 
arrangement of the mass of miscellaneous matter which cannot 
be kept in order in any other way. Photographs, pamphlets, 
clippings, manuscript notes and other data relating to a single 
subject can be brought together and made available for refer- 
ence when they would otherwise be scattered in several placeSi 
and be practically useless. 



Filing cabinets 

Made in quarter-sawed oak, antique finish. Drawers have 
extension slides jx^rmitting full depth to be used Following 
sizes in stock : 

48n TwcMirawcr file with card index trays . ^35*oo 

4Sr3 Three-drawer file on le|; base, 19^' in. wide, 

51 in. high, 28 >^ in. deep .... 35<oo 

4ir4 Four-drawer file 35*oo 

4ltrt Eight-drawer file, 33 K in. wide, 52 in. high, 

28>^in.deep ...... 55.00 

4irU TweK^e^rawer file, 49 in. wide, 52 in. high, 

28 >^ in. deep 75*oo 

4irl4 Sixteeiwirawer file, 64^^ in. wide, 52 in. high, 

28>iin.deep 95*oo 

4ir Manilla folders, numbered once at right of 

long flap per 1000 5.50 

Manilla folders, numbered twice " 5.75 

Manilla folders, unnumbered ** 5.00 

Ht Manilla guides, fifths, numbered . per 100 1.25 



Administrative equipment 
departnnent 

The proper administration of a library requires various 
appliances more or less technical in character. In this class 
belong card catalogs, charging systems and the other records by 
which library property is kept in order, thus insuring the insti- 
tution against loss, while making its resources available to the 
fullest extent. 

The modern library is democratic in theory. From a mere 
storehouse for books it has developed into an active educational 
force, the success of which is measured by its usefulness to the 
community rather than by its wealth in books, buildings or 
endowments. The librarian who has kept pace with the ad vane- TKeoryof 
ing ideals of his profession seeks to promote public interest in library 
library work by every means known to him, though this involves 
constantly increasing labor for himself and his staff — a standard 
of duty which could never have been established except for the 
invention and perfection of apparatus for facilitating adminis- 
trative work. 

The standard technical appliances for library use are those 
made by the Library Bureau. No others offered for sale can 
claim the practically unanimous endorsement of the entire 
library profession, and no commercial manufacturer of similar 
equipment commands such mechanical facilities as those con- 
trolled by the Bureau. It is obvious that the card records which MeoKanioai 
constitute the most important part of a library's administrative indi«pef\». 
machinery should be of the type most generally approved, since 
any variation from this standard debars the institution from the 
advantages resulting from co-operative work, and removes it 
from the general current of progress. The mechanical excel- 
lence of a card outfit is also important, since its usefulness 
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diminishes rapidly if material and workmanship fall short of the 
best ; so that a >\ stem of manufacture, devised especially to meet 
the exacting; re(|uircinents of tin- library profession, is the only 
realK sali^fac tor\ ><»uri«- for trc hni( al ai>i)aratus and supplies. 



Card catalogs 

'I'll*- -.r.pniority <»f cards for a Iil>rar\ (atali>v; i*^ ^^<>^v so 
j^en« ra'.!\ a*;!n:ttt'd that it i^ not luc rs^aiN to rr\ iiw the ar^u- 
inent^ in tit. :r la\or. 'lln- i ^^rntial a(!\ anlai^ts nf a record 
upon < anU 1^ that i\u \\ rntr\ i^ iinK prndcnl «»t all tlu' others, 
yet ( an i'a«i:!v in- Ivrjii in («»rrr( I r«-lati«»n t»» tlu-ni. Additions 
arc ina<ir 1»\ in^*: * ::i'^ n<\\ <ai(U in tlu ii' pro|>rr plac rs, while 
ol)>< •:< t< inatt« r i^ -^iiiiply rcnio\ i (j. thus iiiNuiin-.^ tlu* coinpact- 
lu-^s and 1 «»njj'i- ::■ i:-^. . t lu >s of the mdrdat.ill tinu*s, irn-spec- 
ti\i- ol tlu- iu:in'M : a:i«l i::v-ulaiit\ • »t tin- < lian.iL;is made in it. 

1 he ('lii;!:! « •! tlu- » aid < ataio;^ i^ n«»t drthntrly known, hut 
asl<»ni; a^o a^ 1775 tlir -\:»iK* i\o/irr « »f tlu- Paris Atadeiny of 
S( ient TN Vi'i onunrndrd t!u- u>f « »t pla\ nii; c anU f< ►r an index to 
the pul)li( ati«»ns (»| tlu- --«»» it t\ . Tlurr is abundant e\idenceof 
other card iiuKxes in u-^r from the eail\ years <»f the last 
centurw hut the i^ineral adaption of the idea was j;raihial. not 
from any defei I in print iple, l)i;t l)e( au^e of the (ht'tu ulty in pro- 
curing <»uthls of sutTu ient nu ( hani< al exielleiue to ^t^e satis- 
faction. When this ditti( ult\ was remo\i(l hy the organization 
of the I-ihrary Bureau, there was an immefhate ini rease in the 
nundxT of card catalogs in use and a rapid e\tensi(»n of the 
card system to other records for libraries and later fc»r com- 
mercial bu>iness. 

Ivx|Krienced librari.uis have c onu* t(» the conclusion that 
printed library cataloj^^ are «»f value only as l»iblio^raphical 
works, and are not suitable for indi\idual library cataloj^s. 
Occasional printed bulletins serve e\er\ purj>osc- <»f a printed 
cataloj^ and with far less exiK-ns^-. Mr. J<»hn Cotton I )ana says 
in the ** Library primer": 
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Don't make the mistake of spending money at the library's beginning 
for a printed catalog. It is not a necessity . . . few large libraries now publish 
complete catalogs. A printed catalog is one of the first things that will be 
asked for by the public . . , but it is very expensive, it is out of date as soon Printed 
as issued, it cannot often be sold, it requires training and experience to make ^^^ ^^* 
it properly and the money it will cost can be better spent otherwise. Do not 
issue one. Put your time, skill, energy and money into the making of a full 
card catalog, keep it up to date, give the public access to it and teach them 
how to use it. 

A card catalog may be arranged in various ways, according 
to the judgment of the Hbrarian. The forms most commonly 
found are the alphabetico-classed catalog, used in connection 
with an author and title catalog, and the dictionary^ catalog, which 
unites all necessary entries in a single record. As each of these 
systems has its peculiar advantages the choice between them Kinds of 
must be governed by circumstances. In general, the w^eight of catalogs 
professional opinion inclines towards the dictionary^ catalog for 
ordinary public use, while for a libraiy devoted to special or 
technical subjects the classed catalog is more convenient. This 
subject is thoroughly discussed in the " Library^ primer " and 
" Library school rules," or detailed information about catalog 
forms will be furnished upon application to the Bureau or any 
of its branches. 

Cards 

It is important that all cards used for catalogs or indexes 
should be exact in size, as the slightest variation interferes with 
facility in handling them. A low card between two higher ones 
is bridged by the fingers and lost. Expert catalogers throw 
away as useless, because of variation in cutting, cards as well cut 
as ordinary machinery will permit. Die-cut cards are no better, 
because the edge of one side is rounded while the other is 
slightly roughened or burred, so that rapid manipulation of a 
series of them is impossible. 

Library Bureau cards are cut with special machinery in- 
vented and patented by the Library Bureau, which insures 
absolute accuracy and a perfect edge on each card 
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For a pcmiancnt catalog the best quality of stock is not 
too ko<kI The value of the lalK)r involved in the work of 
conipilinir an<l writing the card catalog i> so nuich greater than 
thf < M-^t Mf tlu- ( anU that thi- Nli;^htr'-t sairi fue of durability 
c aiKM »l 1 •<■ j>l :ti<<l. 

l.'.!»rM!\ rn:r«au ^ta!Hlar<l ( aifU avx- ]>\irr ** liiu-ii K-dgcr " 
st^M k «^j»f I :a! \ ir.aniM.h timd ttom ..ur ••wii t«»rnuila^. 'I'his 
»^t«M Iv In p.i.h'.' I:«»:i; in -A la-.;^ « •! tin- t"i:it>t «|'.iaiit\. All >t«Kk IS 
Niii.jtM tt«: i«» 'luniii.il anal\^i^ t<» v;iiar«l a-ain^t athiltt-ration. 
Ma:'.\ (ar-U :n''.\ in tlu- maikrt <»»iitaiu u«hm1 Nulphitr, which 
In <iitt^ •:it !«. «i«i«.t !»'it \rr\ iliNaNtr. .i;n t«» a library < atalog, 
a^ (ii t«ii« 'lati*':-. :>»-^:n> al «»iMt- aui\ (••ntiinu-^ raj)i(lly until 
n-\Mi:i:i'^ i-^ m . '^^ilat(<l. Chrap < ard-^ atr adiiltrratrd with 
« lav. :•::! \\<"'i! i^ l'';iii<i in n«arl\ ail thr («»innici( ial gra<k>. 

I.:'.ra!\ !*»::!•. i*: -taihianl » atiU an- n«»i inatirially atfrcted 
b\ yar^ • •! la:..;!::!-^, w hi'N th» " '»«-'! bri>t«»l." with r(pially good 
t'mi-h. will w* AV aj^i'*' • iab!\ at th«- iipptr cdi^f, ><» that newly- 
a«l<l«<l » a!«'> }»!"•>•* aiH»\t the ••!<i»r«»nrN in tht- < atalog. infe- 
ri" 'T « ai«i> art ^'litaijlr "nl'. l'»r t«niporar\ u^*-^ and should never 
bf «inj''"\rd I'.T a ]»rrnian« :it IibraiA • atalMv;. uhi<h <»u.v;ht to 
la>t 1:1* \ \' ar>. • •:" I<»:i;;^r iindrr la\ arable t t)n(lition»^. 



Card writing 

I Ik- h.indwriting on all <atcd<»,i: ( ards should l>e uniform 
and Irj^iblr. 'Ilu- ( <»py Used an<l rt( oninu-n<k'd b\ the Library 
M hi H»U printed «>n ;; >i/e lariU, a^ »^h<»\\n under '* Publieations 
department/' i^ the best. 

l-'or handwritinv; entries «»n « atal(»g « anls the best and most 
jH-nuanent results are <il)tainecl 1)\ the ust- of tirsttlass blue 
bla« k ret ord tlui(b. (oal blai k or aniline inks sIkuiM on no 
a(<ount br i:^f «i. !k'( auM- ihe\ lend t«» <Ustr«.\ the si/jng of the 
papir, < ausing the ink to ^pn ad and bbirr. kolnrt 'I'. Swan 
« ominissiMner i»f pub.i< r»<i»rd'* of the Stati* of Masqat luisetts 
sa\s in hi^ little mono'^raj^h on " I*apt r and ink" published by 
the A. L. A.. " It is not i)ossible t*) have a permanent ink that 



Erasures 



will be black at first writing . . . Ink should not be blotted . . . 
No such ink as a free-flowing, jet-black, non-thickening, perma- 
nent ink has yet been discovered." 

All L. B. card stock is tested with the best blue black fluid 
which, after careful experiment, we recommend as the most 
satisfactory ink for all card work. 

Erasures should be avoided as much as possible, but where 
necessary the quality of L. B. standard library cards is such 
that erasures can be made without destroying the surface of 
the cards if a proper eraser is used. The best erasers for this 
purpose are the steel erasers 63e described under " Supplies 
department," but these must be kept well sharpened to produce 
the best results. 

Library Bureau standard library cards 

Librar)^ Bureau standard librarj' cards are made in three 
weights, designated by the letters I, r and x, as follows : 

I The lightest weight practicable for catalog purposes. 
The hard sharj) edge of this stock partly compensates in 
quick handling for the thickness of the heavier weights. This 
weight is specially adapted to verj' large catalogs where 
space-saving is important and funds limited. 

r Made of the same stock as I but one-half heavier. Weights 
Cards of this weight are more easily handled than the lighter 
ones, while they occupy less space than the x quality and 
are not so costly. 

X A double weight card of the highest grade, made 
only by the Library Bureau and specially suitable for catalog 
work. The hard stock of which it is composed will wear for 
many years under continuous use, will stand erasure if proper 
erasers are used, and is perfect for rapid handling. Where 
space and expense are not serious considerations this weight 
and quality of card has no equal for a librar>' catalog. 
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8l«M mnd 
ruling* 



I-ihrar>- Bureau standard library catalojf cards are fur- 
nished in two sizes, designated resjKTtively Xos, 32 and 33, 
and all three weiichtN are furnished in hoth sizes, with hori- 
zontal and, it dr^ind, xerlical standard library rulini^, and 

Il'.i. \ lua^liiiM^ ail- r.M<l t(» ^^tpataii- thr main entry on 
!!:• < .ii'i ti.-iM ftlur ni.itlci-. tlui^ a^^i^tini; the r\e to master 
:I .it .1 -' i::. . . 



i« L. B. 
•lAnd^rd 

CAfd 



1 lu ^i/t • .1 tia 32 < aid i^ 5\ IJ.5 t ni.. «>r aj»pn)\imately. 
J \ ^ in. 1 lii- ^i/« wa^ toiintrl\ um(1 I»\ lihrarie^ f<»r aiith(»r 
ami titlr •ata'."'.:^. I»:;t a^ it allnw^ »^pa» r t(»r hrirf rnt ries only. 
an«l !n n«»t Ini^li «.in»n;.^h t«) he rt\i(l ca^^ilx in the tra\. it has 
hrt n !ari:ri\ ^upc raided I»y 33 ^\/r. W ht ii- ^{v'm t e< onoinx 
nt ^pa< r :^ nrti^^ar\. 32 ^i/e < ard^ an- still umcI for < atalo^s, 
ar.d niofi- ln<ju«-ntl\ tor >htll-li>ts. 



J2I 



I'.. 



;.. r I 



t:.: ■ ..J 1 . «»r .- 'I.'..;*.!!.! .ir.i* :ii < 
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Card outflta 



Desk outfit 

Japanned tin tray with folding cover and handle, with 
full equipment of cards and guides. 



CA«e 
22c2 $1.00 



Gttide« 
25c. 



Card* 
800 33L $1.80 



Complete outfit 




Desk outfit 

Oak tray, without cover, with full equipment of cards and 
guides. 



C»M 

22c6 $1.00 



Guid«« 
25c. 



800 33L 1 1.80 



CofDptete outfit 
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The Library Bureau has every facility for executing 
special orders, and will furnish cards of any size upon request. 
Standard sizes are, however, strongly recommended for all 
ordinary- catalog and index uses, as they can be supplied 
immediately and at an appreciably smaller cost, while size 33 
is now in such wide use for both independent and co-opera- 
tive cataloging that its practical advantages outweigh those of 
any variation that might seem theoretically better. 



L. B, No* I commercial cards 

Cards of the same weights and sizes as the L. B. standard 
library cards, but of a lower grade stock, are furnished w^hen 
desired. They are cut, ruled and punched with the same care, 
and have a writing surface equal to any made. They lack the 
durable qualities of the standard stock, but are good enough for 
temporar>' purposes. They are fully equal in quality to most 
of the commercial stock in the market which is sold at a higher Card« for 
price, and where cost is a paramount consideration they will use 
be found more satisfactory^ for catalog work than machine 
made cards of the same grade. They are designated as No. i 
commercial or c cards. The prices are as follows: 

32lc 32 size per 1000 $1.30 

32rc " ** 1.70 

32xc " ** 2.25 

33lc 33 size •* 1.75 

33rc ** " 2.25 

33XC " "3.00 



Catalog and index slips 

We furnish catalog and index slips in the standard sizes, 
cut from two weights of linen paper, punched and with the 
standard ruling, for temporary indexes or for printers copy. 
These slips are not strong enough for permanent use, nor thick 
enough to be easily consulted in trays or draw^ers, but though 



lOI 



BtogTAphy 
ctro«ft-r*f«r. 



not adapted to quick handlinjf they are useful for private 
Ii>t>. The weij^ht desij^nated d is j^imkI linen writinjc pajKT; 
thr othi r, cl« Ni-n.itr<l K, i^ hca\ v linen ledi^er paper. Made in 

uInN ' 'iii'v . •.:i.:'.;ir(l and uiipinu bed. 

J2h .'i 



Specially printed cards 

li.. ;.-• r;;'.:n --- « -t a lii»iar\ « anl «a!al«»L; i> ijreatly 
i:i«i«a^'': ''. .I'i'i::.:; t«» tlu- ^taiidaid liinaiv < ar<i> ah'eady 
d«^» :;■••(■ •':. >].««].il!.\ j»ii;iif(l « aid> < 'f \an«»ii^ i«»lj»r> rt'<nni- 
!'.•:.«!• «i :•. !!:•■ I.:":i:a?\ -:'.•••. 1 «aid (alal«>'^ riiK*>. I*"..n h i nlnr 
:• pri -. -.t- a «;;tlt!«:.l Lii.d « •! rti!i\. ^t. that the ira<li.T kno\\> 
.it .1 "^*..i!.« • \\ii«th«r :•• MM.L ••\«r a ««ilain i;r«»np <»r pa>N it 
i»\. I'-r i:.^tar.« < . it 1 •:« »v:iap!ii«^ « •! I'.nn r^on an* u.mtrd, it i^ 

• •:.!'. ::«««^-a!\ ? w^wll t!:«- :4-'»n < anU l)rlnnd tlu* Miner- 

^"11 v;i::«l'- l»» ^t «• i \a« !!\ wlsat \\\r^ tlu- lihraiA (<»nt.iin>. We 
t'liriii^li tli«^t ^p<« iai « aicU, d<-^iv;n.it< d m in standard >i/eN. 



For vj'.uaMc n.jtter bear;:.*; on this subject sec 
Biography of 

Amor.|ij < tl.rr lives r.i te specially - 

Call number Life of By 



I*::::t'«: ■ ". -^i'* \. ^t-Mk. 1 u* i^lit. with ^tandai<l iKlini 
Jim I ;>• Ni/i .' ,.•; 
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I For qriticism of 

I i 



Facsimile of heading 

Printed on buff stock, 1 weight, with standard ruling. 



Printed on green stock, 1 weight, with standard ruHng. 

33m3 33 size per looo $3.00 

321113 32 size '' 2.25 



Criticism 
cArda 





33m2 


33'^ize 


. per 1000 


53.00 






32m2 


32 size 




2.25 






For 


biography of 






















- 






i Facsimile of heading 




- - 


Biography 
cards 



For ; bibliography of 



Facsimile of heading 

Printed on blue stock, 1 weight, with standard ruling. 



33m4 33 size 
32m4 32 size 



. per 1000 $3.00 
** 2.25 



BibUog. 

raphy 

cards 
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Cmrdt on this subject stand in this order:,— 
Bibliofrmphical blue cmrds ; Biographical (freen>; General works (white); 
Special topics (white); alphabeted by words on top line, in red ink, as follawn 



O 



TmakaM: «sact •kam 



Printed on white stcxrk, x weight, and cut 5mm. higher 
than the J3 size standard library cards, so as to project 
slightly above them. 

SSntS per 1000 I4.00 
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For popular treatises see :- 




For scholarly or exhaustive treatises see :- 


Revised 


o 



Best book 
c*rda 



Facsimile, exact size 



Printed on blue stock, 1 weight, and cut to stand 2mm. 
higher than the other cards, so that the eye recognizes with- 
out turning them. 

33m6 per 1000 $2.50 
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IL*fffM»VAl 



HtotM> 



Card> have been temporarily removed from this place for 
Ciirrt'Uinn or .uidiUoiiN h\ the talaloj;ers. They \%iU l)e 
foj'l.i iti .i> s.Min .iN iluiK-. If Heeded IhIiuc. the\ i an l>e 



I*. 



SJ ^• 



It ,,».. 



A!lil |<fl>4ti .I'-IW. 



ii;4'i .f !■ tiirrn 



Tiiutfil MM i;r«< :i >ttM K. 1 \\t i:^ht. .iiul Mit 5inm. hi^luT 

th.ui --Mini. ml J3 ^i/^' « .iT'i'^. ^' » .1^ t'> pr«fi«tt al)«»\i- tlu-in. 

Urn? :;-.♦. . ].« r I >4 
32fn7 -• - • 



hot I.iitu^ry ^f 



Printrti i:i 'tiat k im !.i\\»» ^t'nk, 1 wri'^hi. with Niarulanl 
nilinvr. 



J2mi \2 M/e 



|K r I ■ 



lyy 



For 



description of 



Desorlvtion 
cards 



Facsimile of heading 



Printed in red on fawn stock, 1 weight, with standard 
ruling. 



33n\9 33 size 
32fn9 32 size 



per 1000 $3.00 



Tab cards 

The recent invention and introduction of cards with pro- 
jecting tabs (patented) provides for a still more minute classi- 
fication of catalogs, indexes, or lists than is feasible wnth the 
use of colors only. When tab cards of different colors are 




Facsimile exact size 
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used it i> |x>»iblc to sulxlividc, clasNify, and combine, in a 
single catalog or iiukx, information prt-viously obtainable only 
by (onNiiltiii^ MViral. Thr diffrrcnt positions of the ta!)s on 
tlu- « .ml> indi* air m par.ilr i la>M'^ or di-^tini tioii> ; or al)!)re- 
\i.it«'d In adinv;> i aw ]n- priiUrd t«»(H(lrr «>n tlu* tal) pn»jc("tionN 
f«»r --juji.il ritiuiniiunt'-. 1 lu m- i.inU arr c^pct iall\ ii>rful 
t«»r --uljjrt I « .iial'''^--. >lu lt-li>t>, >ul)'-( lipli* ui Ii>t'^, or m-wspaper 
and p« riodi( .il < hr« k Ii'-i>. An r\tra < liarv;r i> made for tab 
( anU. Pri« <> <»n appli* aiioiu 

Guides 

1 lu- tir^t t"-N<.niiaI l«» llu- rtfu iriK \ ot a i ard catalog is 
K>;il>lc, i;niloinii\ writtni < anU, -^Iri* tl\ .irraii^rd ; tlu* se(<»nd 
i^ llu* tniiKciit ip.'-irliiui ot Iri^iblr ^uidr>. Il In almost 
impi^-^iblf In lia\f 1«k> niaiu of iIum-, simc* tlu-y M-rve to 
M;lMli\i<k- llu- ( .italoi; and I.k atr l»\ thrir iu-adinv^N any part 
<»f llu- inltiiinalion (oiuainrti in it. An\ i-nlry in a properly 
^uidi-d < ard ( atal« l; i> found by >iniply t*uu!nn.i^ one or 
twotanU. uhcica^ frwtr i;iiidr> \\(»uld net iNsiiaU- a much 
^rtatcr anu»iint «»f hni;t riiv*:. (iuidr rard>. an- t\li-n>ively 
u^^cd in various \\a\> by librarian^ for ^uidini; nu^moranda, 
indexf^. and for other pinpoM-^. 

Library Hurcaii ^uicU-N ari- madr from Librar\ Bureau 
standard >t«Kk of x weight, whiih i> \rr\ durabU*. They 
arc i ul tt» allow aw upriijhi projt( tion >ho\\inv^ oni-hfth, one- 
third, or one-half the hni^th of the canU. and ^tand one-half 
a (cntimetiT (.5 nn; al>o\c them ; >o that in a series of j^uides 
in MCjUiiu e one doe«^ not ob^ uri* the \ie\v <»f the other. 

in ordering; icuide-^ the tut and color >hould both Ix* 

Dir«««iMw >iHcitU(l, and the nundK-r of j^uiden re(|uired in eai !i position. 

'^'a^uT'**** '**"* *-^''*' talaio^H buff haKe^ or thinU are recommended. 
(iuidcN are furnished in buff. blue, s.ilnum and white. 

1 he l.ibrar\ lUuiau ha^ sp,eial ma< hiners <»f it^ <»\vn 
in\ention fi»r printing; an\ >eries of retpnred headings i»n the 
projection^ of >juides. ThcM: printed headin>;> cost very little 

loS 



r 



HALVES 



"^ 



"^ 



THIRDS 



FIFTHS 



Guia*« of 



v^; 



24fa Hit >.ilii. . 1..! ; ; x:/,- . m^U 

I ;; \ ' ■ / M.M--..S.. : . . 



24f8 W «« k ;;'.:, »1« ^ !• r i^^^i/t 1 .ii< j^. ::. 1 ■' .*t 

24112 >t.it« i;ti:<itN. N.iiiUN ..f tin- Ni.iiiN .mm! trrn- 
t«»rifH. fi>f \3 M/c tafils. in I utT. 
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Complete card ovitfits 

l^hese consist of cases or cabinets with their proper com- 
plement of cards and guides and the mechanical devices for 
facilitating their use. Outfits range in size from the small paste- 
board box for a hundred cards to the 96-tray cabinet for 112,000 
cards and 5000 bristol guides. Though varying so widely in 
capacity the outfits are alike in principle, and are based on plans 
which have been tested by long experience and represent the 
consensus of professional approval. These outfits are further 
distinguished by the highest degree of mechanical excellence as 
regards both cabinets and cards. 

Card outfits should be ordered as a whole whenever this is 
practicable. Comparison of outfit prices with the prices of cards 
and cabinets bought separately will show that a considerable 
discount is allowed on complete orders. In making up outfits 
the estimated proportion of guides is one for every twenty cards. 



Tray accessories 

To prevent disarrangement through carelessness or acci- 
dent, cards are held in place in their trays by guard rods passed 
through holes punched near the lower margin of the cards. 
When new cards are to be added, or old ones removed, this rod 
can be easily withdrawn and replaced when the work is done. 

The best rod for use in a library catalog is the lever-key r^^ 
rod, which can be removed only by means of a key inserted in 
a groove of the escutcheon. This prevents irresponsible persons 
from tampering with the cards or changing their arrangement 
in the cabinets. For catalogs or indexes accessible only to 
library officials and other responsible persons the simpler screw 
front rod meets every requirement. It has no key, but is re- 
leased by turning a knob from the front of the tray or drawer. 

The Library Bureau is prepared to fit cases with any rod 
which may be desired, but those described have proved spe- 
cially satisfactory for library use. 

Ill 



Cftrd outfits 



It is sometimes advisable to guard special catalogs from 
careless or mischievous persons. This is effectually accomp- 
lished by the interior locking attachment devised and patented 
Locks by the Librar>^ Bureau. This mechanism locks each tray or 

drawer automatically. It is applied only when specially or- 
dered, and costs fifty cents for each tray or drawer in cabinet 
exceeding four trays. 

In order that cards may rest in a proper position for refer- 
ence, angle blocks are placed in each end of the tray or drawer. 
Front blocks are fixed, while the rear ones are adjustable for 
holding the cards of a partly filled tray in a convenient position 
for handling. 



Portable and desk outfits 



C*rd outfits 



These consist of cases and trays with L. B. librar}' standard 
cards and guides, exactly the same as those used in the larger 
outfits, to which they can be transferred as growth demands. 
Any of the three weights of cards can be had, though, unless 
otherwise specified, 33l cards with A to Z guides will be fur- 
nished. All outfits except the 22c are fitted with screw rods 
and angle blocks. 



Substantial pasteboard box, re- 
inforced at the joints, covered with 
marbled paper, 200 33l cards and A 
to Z guides, l^his outfit is useful for 
notes, memoranda, references and 
addresses, and is small enough to slip 
into a pocket. 






22c 



Case 
15c. 



Guides 

2;c. 






Cards 
200 33L 45c. 



Complete outfit 
75c. 
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Tray cabinet oxitfits 

The cabinets illustrated in the following- pages are the 
standard type with the improved tray cut down at the sides. 
These are recommended as the most durable and practical but 
w*e supply also the close construction cabinet without cross 
sections in the same sizes and at the same prices. Illustrations 
of the close construction cabinets will be found on pages 126-130. 

Cabinets with tw^o to fifteen trays are made with flush 
ends and tops to fit closely as new ones are added. Two to six- 
tray cabinets are used conveniently on desks and tables. For 
cabinets with nine or more trays bases are supplied to bring the 
trays to a convenient level Tray cabinets for 32-size cards 
made to orden Prices on application. 



C&rd outfits 



Two-tray standard cabinet 



Sit9 



( 1^1 m. Wide, ^i ia. high. ij| deep, 

^ 11.5 cm. wide, tt an. high, j^ cm. deep. 



Quartered oak cabinet w^ith full equipment of cards in any 
w^eight selected and 100 g^uides. Other woods to order. 



O&k cabioet 


Goklea 


Card* 


Complete outfit 


22d2 1^5.00 


60c 


2000 33 L JF4.50 


$9.00 






1500 33R 4.50 


9.00 






1000 33X 3.75 


8.50 
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Sixty-tray standard cabinet and base 



41. « :r . 



}. c'. 



vkM*« :>4\i- II ir I Ji-i'ji 



Oiiarlrnd «»ak i.ioiiut aiul ha^r, with paiu-K-d Ihuk and 
rn«U. S'.nit ^ t«»r h ^liii^; llu* lra\^ diiiini; i <»iisultati(»n ; full 
Cftrd outliu « «|iiil»iuri;l < .t « anU ill an\ wrii^lu >rlr( trd aiicl 4<wx) j^uides. 
C )tlK r \\« M M> :. ) i iViU I. 



22(160 M 



; ^ I "» I ' ■ J 



:\:. o 



Bases for standard cabinets 

Standard rahiiuts with iwcKr or in(»rc Iimnn may Ik* mijv 
plied with n|K-n h.i^c*^ inatchinK ihnn in material and dc*>i>;n. 
ThcNf l)aM> ha\i-a uniform hiijht of 25 inilu> and aiv (U-^i^ncd 
to hrin^ the* lra\N to a (onwnirnt Kvcl for con-Nultation. Kc- 
voKin^ hasc^ on hall-lKarini;> arc sui>plic*d for twcKr and fifteen 
tray < al)init>. The pri< e*^ for ba>es to standard < ahinct*^ are as 
follows: 

22w»l fi»r i|. I : nr 1; tr.i\ « ahjiitt >;. 

22WS3 2. ■• ... ^.•.^. 

22w«3 >- " ... <i.^o 
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Close construction cabinets 

Close construction cabinets corresponding in capacity to 
standard cabinets are furnished at the same prices. This style 
of cabinet is built without cross sections, so that the vertical 
measurement for any given number of trays is somewhat less 
than that of the standard cabinets. A table of dimensions for 
close construction cabinets is given below, and illustrations of 
the larger sizes with bases will be found on pages 126-30. 



22d2a Two trays 

22d4a Four trays 

22d6a Six trays 

22d9a Nine trays 

22dl2a Twelve trays 

22dl5a Fifteen trays 

22d20a Twenty trays 



22d60a Sixty trays 





\ 




Card outfits 


Dimensions 








Wide 


High 


Deep 




5 i2Min. 
( 31.8 cm. 


10.7 cm. 


i3Kin. 

34.3 cm. 




< 1 2 J4 in. 
\ 38.7 cm. 


i7>^ in. 
44.8 cm. 


19^ in. 
50.2 cm. 




5 1 2 >2 in. 
( 31.8 cm. 


ii>^in, 
29.2 cm. 


i3>^in. 
34.3 cm. 




( i8>^in. 
1 47 cm. 


1 1 K in. 
29.2 cm. 


34.3 cm. 




' i9>^in. 
' 49.5 cm. 


i5^in. 
40 cm. 


15^ in. 
40 cm. 




5 i9in. 
( 48.2 cm. 


i9>^ in. 
49 cm. 


i5^in. 
40 cm. 




5 22>^in. 
( 70.2 cm. 


20 in. 
50.8 cm. 


i6ji in. 
42.9 cm. 




S 34 in. 
^ 86.4 cm. 


23>^in. 
59.7 cm. 


i6Ji in. 
42.9 cm. 




42 >^ in. 
" 108 cm. 


60 in. (with base) 
152.4 cm. 


i6>^in. 
42.3 cm. 




5 53^ in. 
, 136.5 cm. 


Gg^ in. (with base) 
176.5 cm. 


17^ in. 
44.2 cm. 
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Oak base far luiirlve or fifta:n tray dose constructioii 
cabtmrt Right, aAiit. (66^5 ctnV 

atwf tkftsc ftkme . , . , I7.00 
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Dra^ver cabinet outfits 

The weight of professional opinion is overwhelmingly in 
favor of tray cabinets for library card catalogs. Trays are 
shorter, narrower and lighter than drawers, and can easily be 
removed from the cabinet and carried to a table or desk for 
consultation, permitting several persons to use the catalog com- ^^^ outfits 
fortably at the same time. Tray cabinets with their smaller unit 
of division can be placed in spaces which would not admit 
drawer cabinets, and sections can be added as the catalog grows. 

Drawer cabinets are still used, however, in some instances 
on account of the individual preference of the librarian, more 
often for the sake of uniformity in a library already equipped 
with them. They are furnished in either standard or close 
construction in the various sizes and styles described in the 
following pages. Drawers run on duplex slides, so that they are 
securely supported when fully drawn out. The sides are cut 
down like those of improved trays to permit easy handling of 
cards, and each drawer is fitted with rods, angle blocks, pull and 
label holders. Locking device at slight additional cost when 
desired. 

Standard drawer cabinets. 

Standard drawer cabinets correspond in structure to 
standard tray cabinets. They have horizontal cross frames 
between the drawers, moulded tops and bases, paneled ends 
and backs. 
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Twelve-drau^er standard cabinet 

^. ( 42I in. wide, i(,| in. high, 25I in. deep. 

' 107.7 cm. wide, 50 cna. high, 61.5 cm. deep. 

Oak only, other woods to order, with full equipment of 
cards in any weight selected and 2500 guides. 

Card o\itflt8 

Cabinet. (iuides Cards. Complete outfit. 

22x12 $60.00 $15.00 43,000 33L $96.75 $140.00 

32,000 33R 96.00 140.00 
21,500 33X 80.63 130.00 



Fifteen-drawer standard cabinet 

( 42! in. wide, 24 in. high, 24} in. deep. 
* 107.7 wide, 61 cm. high, 61.5 cm. deep. 

Oak only, other w-oods to order, with full equipment of 
cards in any weight selected and 3000 guides. Outfit prices on 
application. 

22x15 Cabinet alone $75.00 
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Bases for standard drawer cabinets 

The follnwinj^ l)a>CN arc Mipplicd in quartcr-sawcd oak 
anticpK- fini'-h. to in and niati h .standard L. H. cabinets. Other 
woods to ( n'cKr. 



Ciipl)oar(l l)a>c with doors and adjustable shelves shown on 

C^rd outfits 

pav^e 137. Paneled on all f(»ur >i(les. I )inu-n>i«)ns, 3S in. high, 
4,;'; in. widr, 25 in. (Kej). l**(»r ii^e with g-drawer eal)inet or with 
iJ-<lraw(r i ab'jut for ^;2 < ard>. 

22wl IiiM.ik . 525.00 



Ba^r sinular to al)o\i- for 6 and S-drawvr eabinets. .\1>(> for 
.S-<lrawir < abiiut for ;2 i anN. I )inien-»ions, ;S in. hij;h, 30 in. 
wide, 25 in. <h ep. 

22w2 522.00 



Ha>c similar to al>ove. with (»pen ba( k and without d(K)rs, 
for i>-<lrawer (abinet or i2-(lrawer cabinet for 32 cards. One 
fixed >helf. I )iniension'-. ;S in. hiv^h, 30 in. wide, 25 in. deep. 
22w3 <i;.co 



Table ba>e for c;-drawer cabinet or for 12-drawer cabinet for 
32 cards. OjKn sides and end-*. One fixc-d shelf. 

22w6 5 m .00 



Hast* for 3 and 4-drawer (abinet**. Open rail ends and one 
fixed .shelf. 1 )inunsion-». 3S in. hi^h, ih in. wide. 20% in. deep. 

22w7 5S.0O 
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Tray cabinets for 32-size cards 

Two, four, and six tray cabinets for 32-size cards are carried 
in stock in oak only. Larger cabinets or cabinets in other 
woods to order. These outfits are used specially for shelf lists, oaid outfita 

22d2al Two tray cabinet; i2>^ in. wide, ^H in. 

high, i3>^in. deep $5.00 

22d48l Four tray cabinet; i2>2 in. wide, sH in. high, 

i3>i in. deep 8.00 

22d68l Six tray cabinet; 12 j<2 in. wide, 8j<2 in. high, 

i3>^in. deep 12.00 



Drawer cabinets for 32-size cards 

The following drawer cases are furnished for 32 size cards 
5 X 12.5 cm. They are of the same style as the drawer cabinets 
for 33 size cards described on page 131, four drawers requiring 
exactly the same space as three drawers for the 33 size card. 
The illustrations on pages 132-134 show style and exterior 
of both. 

All these cabinets are made in quarter-sawed white oak, 
antique finish, and are fitted with screw front guard rods, label 
holders and printed labels, pulls and angle blocks. The dimen- 
sions given are outside measurements. Other woods than oak 
are made to order. Bases for these cabinets are described on 
page 138. 
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Four-drawer standard cabinet 

' » J ^ . i:i »ul« I* ; * rn hi,;h, %i i in deep 

'I'Ih- (nilhl < (Hisi^t^ of cahiiut with full cciuipnient of cards 
ill any wc-ij^hl >cKTti'(l and (xxd ^uidoN. 

t ji'':Jirt (•uklc« 1 ard^ Coiiiplete uut! t 

C^rd o\jtllts ^ , 

22y4 >j . ^^.o 12,000 \2i. M»^2o >37.oo 

«,x-:o ^Jk i^.-.-^o .V'.oo 



Eight-drawer standard cabinet 

' ; : * ni •••■Ir. p • i m l.-.i;h. ji ^ i tn. «lcrp- 

riu* oulfu (on>iNtx of (al)iiut with full fcjuipinrnl of cards 
iu any wti'^lu >rlct led and 1 500 ^uido. 

« 4i> •«! ••u..lc« t^Ai !* Ciimptrte outr t 

22y8 .'^4 . 5' ; ; ..• ^' -^:\ >4^. ■■ - 5::.;" 

2-. '.■■: 3Jk 4 .. o :;.. J 



Twelve-dri^wer standard cabinet 

^ iiin » !e '.|in hx^h t^\ ;■. Arty 

Tlu- lailtil con>i>l'* <»f tal)iiu-t with full i-t|uipiiu'ut of cards 
in any \vrit:lu >tlr< led and 2500 K^iido. 

t A' i-:«T <-..lc« 1 Ar<l« ( uniplric fui?t 

22yl2 >,v;.". :> S\2.^j 4;.: o 3-M. 5;- ■ <ii.v;' 

3 . .. \2H (► i;;.: :» 

2 2.-S ;-\ ;^.; icj.;^ 
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Charging systems 

Every library which circulates books must have some 
system for keeping an accurate record of its borrowers and the 
books they take out. A charging system should show the 
whereabouts of every piece of library^ property lent, with the 
name and address of the person responsible for it and the date 
for its return. The system should be so simple in operation 
that the business of the charging desk may be transacted rapidly, 
in order to avoid undue detention of borrowers and the 
accumulation of crowds during the busy hours of the day. 

Every charging system requires application blanks, a 
borrowers' register, either in card or book form, call slips, 
book cards, borrowers' cards or pockets, date slips, stamp out- 
fits, trays for filing cards, and date guides behind which cards 
are filed. 

The application blank is filled in and signed by the person 
desiring to become a borrower, space being allotted for the 
signature of the endorser or guarantor, These blanks are filed 
by name in a tray, forming an alphabetic index to borrowers. 

The borrowers' register is a record of the name and address 
of each borrower, and the number assigned in the order of 
registr>\ This number is also written on the borrower's card 
and is used in charging loans. The card register is best because 
this form has the advantage common to all card systems, of 
allowing dead matter to be eliminated, or changes easily made, 
thus keeping the list up to date. The cards are arranged in 
strict numeric order and are guided every fifty numbers. Each 
card carries the registration number, name and address of the 
borrower. 
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The book register of borrowers is uniform in size with the 
L. B. order and binding books, and is ruled and printed with 
headings for number, name and address. There are twenty-five 
lines to the page, which is half numbered on the left margin. 

Call slips are used by the borrower to designate the number 
of the book desired ; where the borrower's card is used the card CKarging 
and call slip are handed in together. 

The borrower's card represents the borrower, bears his 
name, address and registry number, and is handed in when a 
book is applied for. In the Browne system, described below, 
the borrower's card pocket is substituted for the card. 

The book card represents the book, and when the book is 
lent the card is retained in the library. The classification num- 
ber, author number and any other identifying fact the librarian 
may desire is written on the book card. The book cards may 
be all one color, or in ten colors to distinguish the main divi- 
sions of the decimal classification, or any other arbitrary 
arrangement. 

The date slip is pasted on the last fly leaf of the book and 
on it is stamped the date the book is due. 

A book pocket should be pasted inside the back cover of 
the book, to hold the book card when the book is in the library. 

Of the many charging systems which have been devised, 
those described on the following pages are the most practical. 
One of these, or a modification of it, will be found applicable to 
the specific needs of any library. 

Plan I. The Brou^ne system 

This system is simple, inexpensive and very easy to operate. 
It consists of the use of a card pocket used as a borrower's card, 
a book card, a book pocket to hold the card in the book, and a 
date slip. The card pocket represents the borrower, and is 
used instead of the usual borrower's card; it bears number, 
name and address. When not in use it is kept on file in the 
library. At the time the book is issued only three transactions 
are required, thereby ensuring prompt service to the borrower. 
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When the book has lx'ci> prtK'urcd from the stack the biK)k 
card is taken from the book pocket and placed in.side the 
lK)rro\ver's card pocket, the date the book is to be returned is 
stamped on the date >Iip facinj^ tlie hook ixuket, and the book 
In liandrd <»\er tn the l)orr(»\ver. Time at the charginj;^ desk 
f,!!Tr!!!?* (an he imnnmi/cd by deferring the filinic <>f the conjoined 
p<K krt** and lanU to thr ha>t bii>y hniiiN of the day. It is not 
a(l\i>able to >tamj) books with the date of issue, and most 
hbrarifs have ahcuuloiied thi> method in favor of the more 
>ati>factor\ diu- dcM ribrd. 

.\s ilu- ( op.joiiu-d l>orro\ver's pcx ket and book card are filed 
in the tray undn* the date ulu-n the bo<»k bit omo due. they 
are (juii kly found ulun the l>orro\vir return^ tlie book by 
glan( ini: at tin- datr ^tamjK-d on tlu- date slip in the b(K)k. 
Thi^ In di^« hcir^ed by takini; the bo(»k < ard from the l)orro\ver's 
po< ket aiul iT'^torinv; it to the bonk poiket, after which the 
lxM)k i** nady for ri-i^'sUf. 

Overdue^ l»y thi^ >\ --tem are detected automatically, and 
ran l)e written for by addre^-^inj; debnciuent l)orrowers from 
their card pot kets whiih l»ear their numbers, names and 
addre^Sis, in>tead <»f referring; t«» the borrower's rev^ister for 
sui h details. 

I he 34^2 I>o(»k c.irds and 39c4 borrower's rard pockets are 
reconunended by the oiii;in.ilor <»f tlu* sy^stem. I)ut any of the 
standard -»i/.es (.f t ar(l>. po< kets an<l trays may be used, tlu' m<»sl 
lH)pular luMik « ard bein;< 34<s^3 Nvith 39c7 pot ket. 

It ruied laiiU are umiI the borrower'^ number can be 
entered < »n the book « ard when there is lea^t prcNNure at the 
( h»irv;inj; desk. Il i^ well to dt> thi^. .i^ it serves a-- a rei ord of 
the u^fulne^N of Ixjok^ loaned, and in < a^e i •! injury affords 
a lert.iin nir.ms i.f a-** eitainini; tin- borrower re^p »nsible for 
the <l.unai;e. .1^ book-- sli.n;!d .ill \h- examined on return before 
ri-i'Hxia-. \n i .i-.» s of ii ;•.:!. ni-- di^eaM* it a!-o inditates the 
i)ook'H to be di^inlii t'-d or de<»ir. lyed up«»n .id\i<e from medical 
authtiritit s. 
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Plan 2 

This IS an older and slower form of charging, requiring 
a book card, a borrower's card, a book pocket, and a date slip. 
The book card is kept in the book when in the library. At 
the time of issue it is taken out, the date and the borrower's 
number entered on it, after which it is filed behind the date Charging 
guide in the tray, as a record of the loan. The borrower's card, 
handed in wuth the call slip or list of books wanted, is also 
stamped with the date and placed in the book pocket from 
which the book card has been removed and the book is handed 
to the borrower. When it is returned the borrower's card is 
taken from the book pocket, the book card found in the tray 
behind the date indicated on the borrower's card, and replaced 
in the book, which is then ready for re-issue. 

If the old method of dating by the day of issue instead 
of the date of return is used, it is necessary to stamp the 
borrower's card and also the book card with the date of issue ; 
the book cards will then be foiind in the filing tray under 
that date. This method makes more work at the actual time of 
charging, thereby delaying borrowers. 

Plan 3 Slip system 

Some of the older libraries still use the slip system of charg- 
ing. For such libraries we Supply call slips in various colors, 
and cases to hold them. The slips are unprinted and measure 
5 X 7.5 cm. 

When a book is issued its number is entered, with the 
borrower's number and the date, on the call slip, which is then 
filed in one or the other of the trays described on page 157. 

With the sloping slip case, one tray is set apart for each 
day's issues, with one additional tray for overdues. A library 
lending books for two weeks, open every day in the week, will 
need fifteen trays. At the end of the day the tray devoted to 
the expired date is moved over to the left for the next day's 
use. Each tray has a maximum capacity of 2,000 slips. 
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Material for charging systems 

WhiK- the material for the various charj^inj^ systems is in 
some ixteiil iiUen'hani;eal>le, tare should he taken to order 
cirlit I«-i whith (orn-Npniul. Thoui^h any one <»f .several cards 
nia\ I>r u^i'il with a i;i\en >y>tem, < anU, pocket.> and filing 
lia\^ nui'^t Ik- onkred with reference lo each other. 



Application cards 

It laktn in ( cud furm the application may >erve as an 
a!pl)al>eli< al li^l ( »f Ix »rro\\rrN, c rratini; a i)ermanent registration 



Xn. 



I, a lrxi«|..|il of 



ovor twclvr y«-ars tif n^r, living nt 



;iii<l li« i« l'\ .i|»|»l\iii^ f«ir the rii;ht to iisr llu* 

pminist* l4> ulK?y all lis Rules, :\n*\ Xo jrtir IMMKDIATE 
N< > 1 I< I i// ///r /.:!'9,ny ij any clnin:;c of ftyiJtncr. 

iSi.;N Ntimt) 

I\<.TMnnnriiJi-J h\ 



K«-«<idence . 



in uhirh i hange> may he made as in the ordinary t ard catalog. 
.\ppiHatu»n cards are used most advanta^etuisly with the 
lunneri* horrowers' nv^ister. 

3lva Aj'i'-K .iti'Uj « ani . jkt i <:.:; 

Borrower's register 

I'or rei ording borrower*** name** and as>igning them num- 
Ikt-h in ai ces>ion order. Inifomi with c<mdensed accession lKX)k. 
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ruled and printed with headings for no., name and residence, 

and half numbered. Numbers completed at 30c. per thousand. 

31 VI 1000 line register, half russia, half numbered . 

full 



3lv2 2000 
3IV3 5000 
31 v4 1 0000 



half 
full 
half 
full 
full 
half 



2.05 
2.50 
3-IO 
4.50 
6.00 
7.00 
10.00 



Borrower's ccLrd 

The 34a charging card can be used for a borrower s card as 
well, though there are many other good forms. An economical 
card is that adopted by the New York state traveling libraries. 



Surname Given Nam* No. 
Street and No. 

Being a resident of over 16 years of age, 
1 hereby agree, as a borrower from the 

to pay promptly any fines due from me for over detention of books or for Injuries of any kind 
beyond reasonable wear to any book while it is charged to me. 

190 Name signed. 




Date 
borrowed 


Book 


Data 
returned 


Date 
borrowed 


Book 


Date 
returned 


Date 
borrowed 


Book 


Date 

returned 






















































































LIBRARY BUREAU. 


2006 



34*1. Exact size 



The diagram shows face of the card ; the back is ruled uniformly 
with the face below the agreement for additional records of loans. 
White cards in lots of looo or more will be printed with name 
of city and library. 



CKartflng 
systems 



34ai 



per looo I4.00 
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Charging <:ards 



systems 



II 



I 



I A^vin.i.c • I 34A. II ( « * • >." 



— * 



I lir 34a < an! i-- --upplit^i in t« :i <oimi^ wliiti . iuiM. I>1uc. 
v.i'.n.":., fawn, i^fit n. < lui i \ , lil.u , pink and ^tiaw. Si/c. 12.5X 
7.; . !-. |.. l.f iimmI with JMM ktt39c3. an<l nlin- {\\\\ 25c. 
34A k-...l i"^ « >• 



«SO 



Facsimile of 34aa. 5x75 cm. 

The 34ai2 card is supplied 
in ten colors — white, buff, blue, 
salmon, fawn, green, cherr}% 
lilac, pink and straw. Size, 
5 X 7.5 cm. Used with pocket 
39c4 and filing tray 25c2 or 
25b. Also ruled like 34a3. 



34a2 Plain 
Ruled 



per 1000 



$.60 
1. 10 



Charging 
systems 



Facsimile of 34a3« 5 x ia.5 cm. 



The34a3 card is supplied in ten colors — white, buff, blue, 
fawn, green, cherry, lilac, pink and straw. To be used with 
pocket 39c7 and filing tray 25c3. 



34a3 



per 1000 ^1.75 



Call slips 
34b2 Plain paper. 5 x 7.5 cm. 



per 1000 $ .20 
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Book and card pockets 

W'c nuikc any form of hook and card pocket to suit sixxrial 
rcquircnK'nts, and keep in stock the followinic fomis, which will 
j^enerally he found to meet the needs of most lihraries. 



CHmMgtn4 




CC wliite jxiper hook pockets 
for 34a. cards. 

39c2 l'«»l(!tMl . |)iT looo 52.25 
Infnklcd ** i.;o 



n 



Kctiucrvi (a«.«lmi.c 



Ai me manilla lxM>k poc ket 
for 34a (artU, printi-d with 
the rule^ «»f the lihrary willi- 
out extra i har^c. 1 >i-< <»unt 
on ()uantit\. 

;.. j.nntrtl to4»ri!rr 3. o 



Kr«!uc*^l f»i«imil« 



Manilla card or l)ook i>ocket 
f«»r 34a canN. printed with num- 
her. n.une and adrire^s. 



39C3 



l^r I 



.=■-' ^.v^• 



•52 




Manilla card or book pocket for 34^.2 cards, 
printed .with number, name and address. 



^c4 



per looo ^2,50 
















Reduced facsimile 



Manilla book pocket strip for all sizes 
of cards, printed with the rules of the 
library. 

3S>c6 .... per 1000 $2.50 
Without printing, " .75 

Manilla card or book pocket for 
34a3 cards, printed with number, name 
and address. 




3^7 



per 1000 $3.00 




Reduced facsimile 
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Date slip 



•yst«ms 



Date Due 


• 


1 






; 


1 








!__.._ 

! ! 

! ! 

j i 


- - 














1 


•- 


1 1 

i 

1 


- 


1 


Mill 

1 




- 




1 

1 

1 



anill.i i>.iprr printtd. 




»a 


. ptr 1 >i.:; 


Date guides 




1 |.. 31 i:. ».-.:!! i"T 34A C.iT.U 


jt-r Nit '^ i\ 


34ai .. 


; ■< . 


34aa • 


.• : r. 


3Aa3** 


-\;r. 
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Shp trays 

Japanned tin trays with compart- 
nients for 34b2 call slips filed on the 
5 cm, side. Each compartment meas- 
ures* 5.5 cm. wide by 2 cm. long. 



25b2 




25b I Five compartment tray 


40c, 


2Sba Ten 


in two rows . . 65c. 


25b3 Ten 


*' one row . . 65c. 


2sb4 Twenty '* ** 


two rows of ten eiitli 75c. 



Antique oak slip tray with five compartments, fur Mhl 
paper call slips filed on the 7.5 cm. side. Each compartment 
measures 8 cm. wide by 2 cm. long. 

Wood slip tray, paper covered* with five compartments, 
for 34b2 call slips filed on the 7.5 cm. side. 

2sbs Five-compartment tray, oak . . . .75c. 
2Sb6 •* ** wood, paper covered . 20c. 

Sortjag trays 

These trays are a great convenience for temporary notes or 
for working over cards before filing. They are indispensable 
during the process of typewriting, compiling, writing, sorting or 
revising card catalogs* records, 
indexes or lists. The trays are 
supplied with or without covers 
and with or without partitions; 
the covers keep out dust» but 
add to cost, and trays fitted with 
covers are less convenient for current work. The partitions 
ser\'e to separate contents into distinct parts or classes. When 
used without covers, trays two-thirds the hight of the cards are 
recommended, as they hold the cards securely, yet leave 
their faces exposed so as to be easily read and handled. Ap- 
proximate length for 33 size cards, 1 1 in. 



CHarglrvtf 
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covered 


Ja|«oiicd 

tin 


AntlqiM 
uak 


5 .2; 


•< .40 


5 .50 


.40 


.^K) 


•75 


• 4"^ 


Jo 


• 7 ^ 



Standard trays for 32.alse cards 

Wood. 

231 Plain 

23t With h\i- divisions 

n\2 \, hi^ht 

23^ « ' \ iTs 

23I •• divisions .in<l (omts .75 

\ ok \} si/» 1 AkiiN 

23P IM.iin .30 .;o .t*o 

23Q W nil li\ f di\ isions .40 .7; i.oo 

23r •• <«»\irs .75 

23s di\isi<ins and mvcTs 1 .ou 

Accession books 

TIk- most jK-rniaiU'iit and unchanging of all lihrary records 
is the a<ccssi()n I)o<»k. When properly kept it is a complete 
hi>tory of the library's growth and a source (»f exact informa- 
ti«»n « oncerning any particular volume. 

The a( ce*^sion l)«>ok, and its C(»mpanion, the shelf list, are 
otTicial records for oftu iai use, and should he shari)ly distin- 
guished from the author, title and subject catalogs, which are 
primarily for the u>e of readers. The life of an accession book 
is measured only by the lifetime of the best paper it is possible 
to pnHure, written with blue black record ink which has been 
chemically tested for lasting cpiality. Tliere is no reason why 
this record should e\er be c hanged or rr-written until it actually 
falU to pifirs from old age. 

Standard accession book 

Many foniis of accession book have been used, but tlie iK'st 
features of all are combined in thr .\. I.. A. Standard accession 
luM)k. IhiN form was planni'd b\ a ( ()nunittee of experts w he.) 
th«»roughl\ ( »»mpare<l all the existing modeU, and finally agreed 
on tlu* details <»f material, ruling, printing and binding. The 
si/e of the .\. L. A. standard a« ( t-s^ion book is ;o x 35 < t^^. or 
I2\I4 inches. The p.ipcr is the be^t ledger obtainable, the 
ruling, printing and binding of the highest grade. The binding 
is the strongest form known to the trade, with extra stitching 
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and broad vellum bands. As morocco has proved the most 
durable material for binding it is used exclusively in this book. 

This book has an explanatory preface with a full code of 
rules for entering all kinds of books, maps, and works of art. 
In the body of the volume the double pages are divided verti- 
cally into three main divisions. The middle group consists of Accession 
author, title and imprint entries, the group to the left contains 
the three library numbers, accession, class or shelf, and volume, 
while the division at the right contains the notes on binding, 
source, cost, changes, loss, rebinding, or other matter pertaining 
to the individual history of the book. Each entry occupies a 
full line of the double page, a sufficient space for the record 
of every necessary fact concerning it. There are forty lines to 
each page. 

The book is half numbered, i. e. has the units and tens 
printed and repeated throughout. Numberings are completed 
by prefixing the loo's and looo's in ink or by numbering machine, 
at every 5th or loth line, indicated by a heavy colored guide 
line across the double page. 

We complete the numbering in this way at 30c. per 1000; 
i.e. it adds $1.50 to the cost of a 5000-line book to have the 
numbers i to 5000 or 5001 to 10,000 printed in at every 5th or 
loth line. It is an improvement in appearance and legibility, 
and the numbers can be read quicker than full consecutive 
numbers, as the eye catches the prefixed figures and reads the 
remaining two at a glance. There is no charge for lettering the 
name of the library on the binding. 

3IaI 
3Ia2 
3Ia3 



3Ia4 
3Ia5 



2000 lines, half tu 


rkey morocco 


> . . . 


^3-75 


li 




full numbered 


4.35 


5000 " 




... 


8.00 


(( 




full numbered 


9.50 


1 0000 lines 




... 


13.00 


a 




full numbered 


16.00 


1000 lines, press-board covers 


. 


1.25 


Unbound sheets. 


per 1000 lines (40 lines to a 




page) 


. 


. 


1. 00 
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Condensed accession book 

The oriji^inal purpose of the condensed accession book was 
to provide a record of the growth, source and cost of private 
lihrario. The arrani^cnunt and headings extend across the 
d<»ul>le i>cigr> and are the same as in the standard b<H)k, but the 
( oIiininN are narrourr, making a less bulky volume. The page 
i^ 20 \ 25 (uu or S\ 10 in( Iks, making it uniform with the L. B. 
binding book and order l)c)ok. The i)aper and binding are of 
the same (luality as those of the large book. Many public libra- 
ries usf the condensed in preference to the standard size. 

TIu IV are tw<.nty-five lines to a page, half numbered as in 
the standard accession book. Numbering completed at 3OC. 
jur I '>j. 

3ibl 2 l;iH-N. h.ilf turkfv iiionx ( «» . . . 53.00 

full nuinhcrrd }.(*o 

3lb2 ; Imrs. ... 5.00 

full nuinluTtMl <>.5o 

3lb4 I .. > lint>». j>r«-s'N Iki.ikI i «»\ fiN . . 1.00 
31l>5 ruKouiui slutts (j; liiit's t«» ;i pa^t ). pt-r i jo 

llIK's ........ .06 



Photograph accession book 

The photograph accession boc»k is uniform in size and 
binding with the condensed accession book, order l)cK)k, and 
biiuhng b<M»k, having a page 20x25 cm. or «S \ 10 inches, and 
paper of the same cjuality. The d«»uble pages are divided into 
cohnnns, with headings for numlK-r, date, t la*-s, author, title, 
gallery. i)hot<>graplur, publication, i>rocess, si/e <»f print, size 
(»f mount, co^-t, mount, remarks. There are twenty-five lines 
to the page, half numbered a^ in the accessi<»n book. Num- 
In-ring completed at ^;oe. per 1000. I'ollowing the title-page 
are printed rules for making entries. l'c»r full directions for 
classifying and catahiging photoi;raph^ reference should be 
made to the l.ihrary primif\ described under "Publications.** 

31c vx*:> Imi-*. h.iif tuikr\ in<»riHt<» . . 5'».50 

lull t.uinlK:re(l S.oo 
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Museum accession book 

The museum accession book is essential for recording the 
number and class of specimens received, with their location, etc. 
This book is uniform in size, binding, and quality of paper with 
the condensed accession book, order book and binding book, 
having a page 20 x 25 cm. or 8 x 10 inches.. 

The double pages are divided into columns, with the 
printed heads which have been found to be most in use in 
the more important museums of the country: accession num- 
ber, date, current number, original number, name, locality, 
number of specimens, received from, collected by, when 
collected, remarks. There are twenty-five lines to the page, 
half numbered as in the accession book. Numbering completed 
at 30C. per 1000 

3ld 5000 lines, half turkey morocco, . . . $6.50 

" " full numbered 8.00 

Accessories 

Steel ledger clip for opening at exact place, saving 

much wear from handling $ .50 

Boxwood A. L. A. size rule, 29s2 . . . . .20 

Cole size card, 298l .25 

Heavy duck slip covers, fitted to any size . . . 1.25 

Arm rest, 86k, see Supplies .75 

Ledger book rest, 86I3, see Supplies . . . 4.50 



The shelf list 

The shelf list may be called a guide to the library's 
topography. Its purpose is to give the location of every 
volume, and as almost all libraries are arranged more or less 
according to subjects, the shelf list is practically a subject index 
as well as an inventory. 

The shelf list, of all records in a library, is most liable to 
change and most subject to wear. It is not a record of the 
past, like the accession book, but a report on the present 
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SKelf Uata 



condition and arrangement of the library collection. Once a 
year, or oflener, the librarian compares the books with the 
>helf li>t to see if stric t arranv^cment has been preserxed and 



SiMlf lues 



3Jf •*»c;! h : ^jrJ. . lAtt . 



whetlur there are any niis'sini^ V(»lunu'> to be >earche(l for 
and repKu ed. The >helf li^t acts a> a <'he( k upon theft a^ well 
a> up<»n di^plat enient. 



Standard cards for sKelf lists 

C'anN an- prefrnible for ^helf li^t*- a^ the entrirn df new 
lMM»k^ < an be JM^-rit'ti ir. th*- <\a( t plac r^ wherr tli«y beloni;, 
>a\ini: n uritini; ai^d al th«' ^-ainr Www Mr\in:^ a^ i librarian*:^ 
< ata!"i;. !*«'r thi^ i^i:rpo^#- 1,. I*». ^tainiard ,;j or ;; ^\/v < AViU in 
tlir li'^htt >»l uri;^!it. whiif or i'»lor^. an- pnfirn-d. eilhi-r with 
thr ^landar*! ':i«rai\ riilin- <»r a^ ^hown in (iia.i;rani. I'or tray 
ta^^-^ f««r ^!ii';t li-^t < ar*!-^ mt <ai'<l <atal«"^ < .ibimt'^. 

I'll I 



J3I ;: .:/ . -.: v i;.; .11, 



I.'O 



It. 2 



Standard shelf list sheets 

The ordinary book form is not suitable for a record of 
such changing character as a shelf list. Where cards are not 
employed for this purpose the shelf list sheets recommended 
by the A. L. A. are used in connection with binders made 
especially for them. Each sheet is 20 x 25 cm. or 8x10 inches sheif lists 
in size. It is ruled with a double head-line and twenty-five 
cross lines, holding on its two pages a record of fifty books. 
Vertical columns are ruled for the book number, accession 
number, vol. number, author and brief title. 

These sheets are ruled on best linen ledger paper punched 
with two holes 15 cm. apart to fit the shelf list binder, 42a7. 
If any variation of this ruling or punching is desired, to match 
old style binders, a sample sheet should be sent with order. 
Samples sent on request. 

3li With printed headings . . . per 100 75c. 

Without '' ..." 60c. 
Binders for these sheets in either Common Sense, 

42a, or Springback, 46a, st>'les . . . each $1.10 



N. Y. shelf list sheets 

The single objection to the standard shelf list is that 
if two or more subjects are entered on one sheet it fills up 
rapidly and requires copying. This has led to the adoption 
by the New York State Librar>% whose director originally 
devised the standard sheet, of a shelf-list sheet 25 x 10 cm. with 
a line 5 cm. longer than the standard sheet, and ten lines 
instead of twenty-five to the page. As these sheets are so 
small one can well be afforded for each subject, even with the 
closest classification. 

311 With printed headings, . . . per 100 50c. 
Special binders for these sheets in either Common 
Sense, 42a. or Springback, 46a. styles .. . each 90c. 
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Withdrawal records 

For thc>c records, also, cards are undoubtedly lx*st and 
far superior to l^o()k>. Tbe withdrawal record usually consists 
of < all number, withdrawal number, date of withdrawal, author, 
title and rmiark^. i^ivini; reason for the withdrawal, number of 
eopio Kft in tlie library, accession number of the replacement, 
and date replac rd. 

If for an\ ^]>e( ial reason sheets are preferred for this record 
the 3Ii unruled slulf li>t sheets, or L. l\, ruled paper can Ixr 
Used; nr an\ ^pe* ial form ( an be printed to order. Samples 
and prii e^ <»n appli( ation. 

Day and serial blanks 

'Ilu- (la\ blank is rulrd and printed on ledi;er paper and 
j^i\e^ a blank s]>a( e for evrry day in the year. The months are 
printed at thr t^p^ of the ( nlnmn^ and the day^ at the left, with 
lim^ .It tlu- vidv and luittom for notes and (ootinj^s. This 
blank i^ ruled and priiUed on Ix^h ^idc-s and pun( bed for the 
L. n. slulf li-t binder. .Xnotlur si\le is printed with columns 
f«»r half-\i.arly .md yrarly >ununarieN. 

The serial blank ha^ columns and headini^s f^^r title, list 
l>rice. cost, d.Ue < »f c>nkr, and from whom. This, used in con- 
jumtionwith a d.i\ blank, .ip.d w rittin on both sicK-N, niakes a 
re( ord for ^i\t\ srrlaN f» r two year^. ScUnples on recpiest. 
I )iM i»unt on (juantity. 

3lr l>.t> *'T srn.ij 1 •Links . . jm i i > ._•; 

■ •• . . JhT I 2.. . 



Periodical record cards 

I'or I'. I ord of ]»iri«'(ii« aU tlu- ^tanddrd < atalo;^ * ard printed 
autl rult d t«» ^h«»w t!u- mDnlh^ .md da\ -» oi month will be- found 
nwj'^t pr.n li« a!. <)ne<aid :> um<1 f^r ta« h m.it;a/ine or pajHT 
and K''-- ^ 'i-' nr< e^>ar\ int«innatit»n. Card** .ui* arranged alpha- 
iK'ticaliy b\ name «•! prrimlic al. 
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The 3IrI is suitable for monthly or yearly registration, the 
3Ir2 for daily, weekly or bi-weekly. 





Vols, per yr. 


YEAR 


JAN. 


FEB. 


MAR. 


APR. 


MAY 


JUNE 


JULY 


AUG. 


SEPT. 


OCT. 


NOV. DEC. 1 
























1 






1 
























1 






















1 
































































































































Reg. price Net price Ed..__ 

Source ( ) TP- . _ Ind 












\ 


^ 













PerlodlcAl 
records 



Stock form of periodical record card 



The reverse side of either card affords space for name of 
dealer, price, bill date, etc. Cards are printed in white only. 



3lrl 



3ir2 



per loo 


% .60 


" lOOO 


4.50 


" lOO 


.60 


" I GOO 


4.50 



Order book 

An essential part of the order system, and one of the most 
important record books in the library. It has special colums 
and printed headings for order number, author, title, place, pub- 
lisher, year, vol, size, binding, agent or bookseller, list price, net 
price, date received, date ordered and remarks, and corresponds 
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Ord«r 



, 



in quality and rulinjf to the condensed accession book. The 
pa^e is 20x25 cm. or Sxioin. with 25 lines, half numlxTed. 
Numhcrini; C(»mpleted at 30c. per 1000. 

3IUI 2 lints, hall tiirkrv in«»ro(( •» . . . 52.50 

full iuiinl»cUMl 3.10 

3I\j2 ; lints, h.iif turkfv moPK (.) . . . 4.50 

lull nunibficil ^koo 



L. B. order sheet 

An t\a( t clupli( ate of the >heet> in the order hook. Used 
to fnruard < opicsi.f theonhr hook to the aj^enl. A >Iu-ft partly 
filK'd is ( lit on the line and the nrxt Ii>t siiit he^in> where the 
la>t i-nded. Thii^ tlu- at^enl, kecpin.i( hi> order .sheet> in a binder 
or M rap hook, ha^ a <hi])lirate order hook for reference. The 
sheet i> print<.'d «in both >ide>. Saniplo on recpiest. 

3SV JUT I .0 ^2.^.- 



Order slip 

An ahn«»>t neees>ary companion <>f the order book, also the 
lx->t rcroninu lulation blank. Standard ;; >i/A\ 7.5 \ 1 2.5 < ni, of 
nianilla, with blank space>, printed headint^N, and rulini^s for the 
ofTuial librar\ ric<»rd>. T^rd aI>o for < ard cataloi;-^ and li**t> of 
lxM»ks to Ir- lM»u:4ht ar read. ( )ne of the ;;reati-^t lu Ips in keejv 
ini; r^i ord> and ac ( ount>. .Spat e- i^ allowed for printing; tlu- name 
of tin- library at llu- top. a .i^rial < onvcnienc r wlun slip*. ,u\' >tnt 
to tin- lii>rary ai;rnt. Pisrount 10 per cent, on 5000. and 20 ikt 
cent, on io.o<X) in one order. 



i*y> 



Accession No. 

Order No. 

Ordered 

Of 

Received 

Cost 

Charged to 
Approved m^hh 

Not DOW ordered 
Not in library 



Author's surname, followed by given names or initials. 



WRITK LKQIBLY 



Title 

Edition "Plaice Publisher 

Year No. of Vols. Size Total Price NOT in great need 

NOTlnhastc 

I recommend the above for the library. "Notice of receipt is NOT asked. 
Signature 

Address 

Fill above fully as possible. Cross out NOT, if notice is wanted, if in great need or spedal haste. 
Put a ? before items of which you are not sure. Give reasons for recommending ON THE BACK. 



Order slips 



Face of L. B. order slip, exact size 



Brief reasons for recommending are specially esteemed. I.ast or best edition is understood if none is 
specified At least indicate whether published here or abroad. Give your idea of price, with a ? before it if 
only an estimate. Do not put dashes or "Don't know" in spaces you cannot fill, but leave for others to fill. 

write icffibiy. Careless writing or incorrect or insufficient data may delay or prevent ordering or findintr* 
or may result in getting a wrong book. First see whether we have the book. If a duplicate is wanted, 
clearly indicate why needed. If others wish the same book it will increase its claim for approval if thev add 
their signatures. Foreign books, ordered from abroad to save 25 per cent duty, arrive in 6 to 8 weeks. ''Out 
of print " boolcs often require much time to find. 



Back of L. B. order slip, exact size 



35U 



With name of library printed 



per 1000 $2.00 
2.75 
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Binding book 

I-\)r recording in consecutive order the volumes sent to the 
bindery, and a.s^i^nin^ the binding; numlxT. The order to the 
l)indrr i-^ made (»n an L. H. bindini; slip for each volume, and is 
a inpy of the <»ne-Hne entry in tlie book. Made of linen ledger 
?*??^ paper, with >]>e( iai rulini^s and headini^s for l)inding number, 

lelterinv;, matericd, color, si/r, vol>. price, total price, librar\' 
number, date .sent, date returned, binder and remarks. The 
pa^e measures S x lo inches or 20 x 2^^ < ni, 25 lines to each page. 

31x1 I ^ liur. ])rrs^ hcud covers . . . >\.oo 

31x2 2 > •• li.iif luiki') inoHK t <i 2.50 

31x3 5 • ... 4.50 



Binding sheets 

Tnlxiund sheets of the binding; book are furnished in the 
same way as unbound sheets of the order book. They can be 
Used t«) send to the binder instead of the binding slips, or in 
place <»f the bound binding book. Sample on re(|ue>t. 

35v per 100 5.1.50 



Binding slips 

Standard blue slips 7.5 x 12.5 cm. On the back the panels 
of the IxKik are ruled off, and the exac t lettering, arranged as 
wanted, is written or lettered in by the librarian. On the face 
directions are explicitly given by marking circles around the 
color, leather, si/e, etc. selected. Space i^ left at lx»ttom for 
added special directions. The priv e per volume, and total, 
guard against mi>take>, and the number refers to the binding 
b<H)k where, in proper colunm, all these facts are recorded. 
This slip pr(>jects fr(»m each book, or first volume of each set, 
when sent to the binder, and stays in it till the b<K)k is done, so 
that the W(»rkman has no excuse for mistakes. 



ISS 



Binding no 

Volumet 



At 



Total price 



1 Light brown 

2 D&rk brown 

3 Black 

39 Dark bloe 



Color 

4 Red 8 Dark green 

5 Maroon 91 Ligbt bloe 

6 OH? e 92 Yellow 

7 Light green 93-99 Light drab 

Style 

% Mor. Clotii >^ Duck ^ Am. russia 
Size 

Outside hight in ceAtimeters must not exceed 

T S D O Q F F* F' F* F* 
15 \7% 20 25 80 85 40 45 50 60 



F^o11o>v •xeiotly cirran8«m«nt of lln«a. 
punotuatlon, l«tt«rix\8t ^a on baolc of tl:iia 
•lip, and general printad <llraotiona on 
aapaxata aliiaet. 



Binding 
slips 



Front of binding slip, exact size 



35X 



per loo 

" lOOO 



$ .25 

2.00 
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8*to slJp* 



Sale duplicate slip 

I -ike tin* nnkr >Ii|>. thi> ^\\v> a blank for i-vcry <k*taiK insur- 
in;< a cnmpKtt- .statiimiU comirninj^ each book. L ^cd in 
ofKrini,^ iliipli* ati-> to otlur Hbrario, for sale or cxrhan^c*. 



1 

1 

1 Akcm. 


i»N 


1 luic 4 


Ir i 


rule t 


:! 


) f J 




. '.-k*. 


r (Ak*. 



To 



SALE DUPLICATE. 



V\Mf 



\ ..r 



N ..f V..:. -T I 



aj^r* ^'.ic 



a I" ■«»r 
4 I .;r 

' r.....! 

* Pvffc^t 



kntKNTHl- PROMPTLY l« 



rui>:.o<«t 



I :*t rt:».t «iHcrtclf«ir 



M.i« !-• k tu« nu 

rltcpt 

r>M ki '.jic 

Writtm -lAnif ' 

r'i-l--««inj: Sump I 
Ink ^tAm|> 



35« 



I-rr I :-x- $2. CO 
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Supplies department 

This department of the Library Bureau is maintained to 
afford librarians the convenience of ordering from a single 
source all the smaller articles needed in their work. Some of 
these are improved types of our own manufacture which cannot 
be procured elsewhere. Others have been selected from ordin- 
ary commercial sources as best adapted to their several uses. 
The fact that an article appears in this list is in itself proof that 
it has been submitted to the test of actual use and has received 
the stamp of professional approval. The cost of library supplies 
ordered through the Bureau is never greater than for the same 
articles from commercial houses, while in some cases we effect a 
substantial economy for libraries by buying in large quantities. 



Dates, daters and stamps 

The system of date abbreviations designed by Melvil 
Dewey in 1878 is the briefest possible without ambiguity. This 
is of importance in a library where the need of quick work at 
the charging desk makes it difficult to stamp a date in the 
limited space assigned. In the L. B. dating system the months 
are written as follows: Ja, F, Mr, Ap, My, Je, Jl, Ag, S, O, 
N, D. The full date is written with day, month and year, in 
logical order, and as the letter stands between the figures no 
punctuation mark is needed; thus 3 F'02 is 3rd of February, 
1902. This system calls for no unfamiliar symbols and is 
perfectly clear to those who see it for the first time. 

We furnish daters of any form now made, but recommend 
the styles shown in the following pages. 



SxippllM 
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9\jppll«* 




a6f 



Self-inking dater 

Used for printing on books as well as on cards 
or single sheets. For small extra charge a die 
with any desired wording can be attached. This 
prints at the same time as the dates. Furnished 
complete with L. B. dates. 



26f Plate 3x3 cm. 

Plate 3x5 cm. 

?6a Rubber dates 



53. CO 

4.00 

.40 



Pad dater 

A hand stamp, compact and convenient for 



date slips or inner margin of books. 



26a 



With dates, holder and ink p^d . 


75c. 


Date holder only . . . . 


25c. 


Rubber dates .... 


40c. 




a6h 




a6g 

Pencil dater 

Consisting of movable pad at- 
tached to lead pencil. A single 
motion stamps the date without 
laying down the pencil. Of great 
service at the charging desk. 

26h Complete with pad and 

dates . . .75c. 

Dater only . . . 25c. 

26a Rubber dates, per set . 40c. 
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Automatic numbering stamp 




STYLE A STYLE E 

SxippUea 

12345 12345 



STYLE F STYLE G 

12345 12345 



For registering the accession number in books, or cards, 
for numbering papers reports, letters, etc. The figures shift 
automatically, and can be changed from consecutive to dupli- 
cate or continuous numbering by moving the pointer on the 
dial. The 5-wheel e style stamp is most used. 

26i 4- wheel, 1-9,999 $12.00 

5-\vheel, 1-99,999 14.00 

6-wheel, 1-999,999 16.00 

7-wheel, 1-9,999,999 18.00 



Ink and ink pads 

The metal letters of numbering machines require a special 
ink. We also furnish gelatine stamp pads in red, blue, green or 
black, and stamp ink for self-inking rubber stamps. 

a6n2 Gelatine stamp pad 2^ x 4>^ in. . . . 40c. 

a6n3 Stamp ink, ;4 oz 1 5c. 

'* I oz 25c. 

Special ink for metal letters, bottle . . . 30c. 
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PerforaHng stamp 



Used ia place uf the 
emboeidng stamp. It 
makes an absolutely in- 
delible mark by pcrfo- 
ratitig the leaf. Avoidn 
increasing the thickness 
of the bocik or mamng 
the surface of a plate or 
dnming* Endonsed by 
the mojJl important li- 
braries of the countr>\ 
Extra charge for die 
nkith more tlian twenty- 
six letters* 




fi;.oo 
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Old L. B. book support 

This is the first of this form invented, and 
has been more widely used than all others 
combined. It takes no space on the shelves. 
It does not support the largest books as well 
as 28b, but is preferable for table use. 

28a Each IOC. lots of 10 $ .90 

Lots of 100 7-50 

"500 30-00 

" 1000 ...... . 50.00 

Leather covered .... per pair 1.50 

New L. B. book support 

An improved form of the old L. B. (28a). 
Particularly advantageous for use with large 
books on wood shelves, though not so good as 
the 28a for desk or table use. 

28b Each 1 2c lots of I o $ i .00 

Lots of 1 00 . . . . . . . 9.00 

500 37.50 

** 1000 70.00 



Svipplles 




Crocker book brace 

Consisting of a plate of wood 8 cm. wide, i cm. thick, and 
17 or 26 cm. long, of beech, nicely finished, so as not to injure 
the finest binding. An adjustable steel spring at the 
top of the brace engages the under side of the 
shelf above and holds the book firmly at the top, 
where a small force is more effective than a large 
one nearer the bottom. It firmly supports the tallest 
folios. 



High 

28c Size O, 8vo 25 cm. or 10 in. 
Size Q, 4to 30 cm. or 12 in. 
Extra for folios over 35 cm. 

" " 40 cm. 

" " 50 cm. 



Each Lots of to Lots of too 

. 15c. $1.35 $12.00 

. 15c. 1.35 12.00 

. i8c. - 15.00 

. 20c. - 17.00 

. 20c. - 17.00 
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8\jppll«» 



CUm 


It.. k 




VoU. 


Siie 


WUl be found 


Auihi.r 












Til It- 








- 





I'fi \\\r 1 «»ii\»iiu iiif «if iliMv {Miii.Nultinij: the sliflvr>, (hi.s w^mkI <luinmy ' 
irl»ir>«-iii'* .1 UM»k not lK-r»\ btM-ausc: 

Too large for the regular shelves. 
Transferred to Reference Shelves. 
Costly or rare. Removed for safekeeping. 
Missing and not yet replaced. 

Mill '•> 1 II > M \ I: 1 1 \< 5j A*!intii- A*e , IVi^ftn 
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Book dummy 

1*^(1 to indicate the locality <»f a Ixxik kept elsewhere 
than it> iVK^ular place. A Ial)el pa>tecl on a thin wcmkI board, 
12.5 \ T'l \ .5 cm. <5 \ S \ '4 in.K i> filled (»iit, ^ivin^ a description 
c»f the l)n<»k and the rea>nn for it> removal. 

2Sd I>^r 100 55.00 

\.a\k'\^ IHT 1000 2.50 

Chair tips 

Strong; rubber tips or 
.sJK >es t< ) tit various sizes 
of chair lej;s, making 
them noiseless. In or- 
dering siK'cify whether 
in>i(l» or outride tip is 
preferred and state 
<liameter of chair leg. 

29g Insitit; i.pH. c-.u h ;« jkt 100 54.00 

( hiisulf u\t^ each .10 

Sp(.-<.ial Wit for lM»rin^ ih.iir )*.*v;s . . *' 1.00 
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Revolving shelf pin 

The parts of the pin arc con- 
nected by a piece standing" at ri^ht 
angles, allowing an adjustment to two 
hights without removal We have 
sold thousands of these pins to libra- 
ries and recommend theni as thor- 
oughly satisfactory, 

79^ In lots of TO , . $ .20 
" looormore 1-25 



Svippllfl 



'•t^^'ilmn 



Shelf label holder 

On three sides of the front a narrow flange is turned so 
that a bristol card may be readily inserted, removed or reversed. 
The plate, being perfectly flat» 
clings closely to the wood and 
liolds its place. This holder is 
slipped under the first books on 
each topic, and, as the subject ^ - ^^''^' Tr, 

growls, is slid along, always mark- 
ing the beginning. In the relative 
location these holders are almost 

indispensable, unless the stack shelves are made with grooved 
edges for the insertion of labels. We also furnish labels, 
printed on fine bristol board, fitting the holders, wath the sub- 
ject numbers and headings of the decimal classification. Any 
label wanted in libraries can be made to order. Two sizes pro- 
vide for both generic and specific labels, the large holders for 
the main divisions, while the small ones show the beginning of 
each section or sub-division ; e, g. 336 Finance could be printed 
in large type on the large label, while 336,2 Taxation could be 
in smaller t>^e and on the small label. In ordering, the exact 
thickness of shelf must be giv^n. Samples sent on application. 
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8\«pplW« 



99m For lalK'ls i2,*i X 2cin. . 


each 


5 .lo 


** 4* 


IH.T lOO 


:'S<^ 


29v rx^cin. 


t-aili 


.lo 


... 


JKT lOO 


r.50 


I'.I.ink t .inl*. cithtT >i/c . . . . 




.10 


Shelf labels 







'I'lu'so aiv mainly the headings of the* (kcinial clas.sification 
printiMl tiu small larcK filling the movable .shelf hihel holders. 



r.ir.i i«i«.k \i'HV (.FNtKAi. \\«'kkN 



020 LIBRARY ECONOMY 



<.FNKkAI. \Si>KkS 



Oil General Bibliographies 



J7b 



DUPLICATES 



J7a 



The principal topie> or main (li\i>ion> are on 2Xi2.'j cm. 
cards. W'c aU<» print, on tlie same >\/x\ a nuM ellaneous list of 68 
lalH.U that finds ac( eptanc c in every library, whether classed on 
the decimal sy.stem or n<it. It covers names of the states and 
territories, the days of the week and the following: Accession, 
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Card, Classify, Bindery, Do not handle, Duplicates, Private 
books. Reserved, Revise. Special sizes and forms of shelf labels 
on application. 

37a loo Shelf labels for lo classes of decimal classi- 
fications per set $2.00 

37b Th-^* most used headings of the 1 000 divisions " 1 0.00 SvippUes 

37d Miscellaneous list of 68 labels . . " .50 

Shelf labels as above are sold in sets which cannot be 
broken, but for the convenience of libraries desiring only a few 
labels we supply selections from overs at 3c. per label. 

Book covers 

The majority of libraries concede that the advantages of 
using covers for books in circulation do not compensate for their 
cost, but to those who prefer to cover all books circulated outside 
of the building, we offer a book cover of manilla paper, made in 
four pieces and ready gummed. It can be adjusted to any book. 

36a Size A, i8mo to i2mo . . . per 100 $1.50 
" B, large 8vo .... " 2.00 

" C, geographies! or 4to . . " 3.00 

Adhesive paper 

For mending torn leaves, bank bills, engravings, maps, 
letters, manuscripts, or strengthening weak places or wrinkles in 
paper. It is transparent, so that print can easily be read 
through it. 

39a Package of 24 sheets 3>^ x 6)4 in. . . . $1.00 

10 9 X 14 in. . . . 1. 00 

10 14 X 18 in. . . . 1.75 

10 19 X 29 in. . . . 3.06 

Adhesive cloth 

For repairing backs of books and covers, worn music, etc. 
In black and white only. 

39b Per square yard $1.50 
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Gummed labels 

Incli>|K'nsahIc for numbcrin.v: the backs of l)o<)ks with class 
and bonk nuinlKT. The adhesive (|uality of the>e labels is the 
In^t. rii!L;iiinnuil labcU made to order. Any of the bordered 
labiN < an \)v liad in cartons of twelve >niall l)<»\es at 75c. per 
cartnn or i-.k .per bn\. Plain or vuibordered labels can be sup- 
plied only in l)t»\e> of lue-o each. 





.17 k 



371 



37g 111 l»ii!k. ; :>: - in 1n»\ .... 

ItJ h-Kik iniU. 2y \HliittA{i.-i\ >llritN «: J \ J 

of;-ol.iJMK 

37h 111 luilk. ;_ - in Im.\ . 

In l-«»k fi»rni. ::; prrfMr.iii-*! slutt-s o .* \ -' 
»»f 7;:, 1.iIh-1n ..... 
371 In hulk. ;:oo in l»«»\ . 

In Uwfk ftirni. j; pcrfor.iti-d s!i,tts {\2 \ 2 

of 7;-. l.tlK-K 

371 In htilk. ; ■.-: in Ih»\ . 

In U«ik f"ini. 2; jHrff»r.iltil shifts {i : \ z 
«»f I : l.ilu-ls ..... 
37k ri.iin unU»rtii if<l l.ilK-i>. ick.o mi Im»\ 

|KT 1 . - ;-. 
37I ri.iin uiilMir«K rrd 1,iIh.-U, iOi>o in Im>x 

per 10. coo 



ZX. i 



•3^ 
2. o 
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Emerson binder 

Furnished in cloth and leather only. Two narrow strips of 
thin steel are inserted in fimily glued casings of binder's cloth, 
on each inside edge of the back, and work hinge-like as do the 
lids. The front or left hand strip contains eyelet holes, from 
which heavily threaded needles are passed through the papers Suppn©8 
and through corresponding eyelets in the back or right-hand 
strip, and firmly secured to the cleats by belaying — a figure 8 
turn. The flexible back adjusts itself to any thickness of 
papers, and the strips hold them as in a vise. Any size or style 
made promptly to order. Discounts on orders of lo or more. 
Lettering title on front cover 25c. per line. 

Price. 

$ .65 

.65 

•75 

.75 

•75 

.75 

.80 

.90 

1. 00 

1. 00 

1. 10 

1.20 

1.25 

1.50 

1.60 

1.75 

1-75 
2.25 
2.50 
2.75 
3-25 
4.50 
4.50 

Library binder 

Furnished in binder s cloth and marble paper boards. Two 
sides without a back, separate cloth back furnished if desired. 
An inexpensive but practical binder. Any size to order. 



No. 


Size: cm. 


Size: in. 


4100 


14x19 . , 


5^X7^ 





15x23 


6x9 


I 


1 5 X 24 


6x9>^ 


VA . . 


16x25 


6^x9^4: 


2 


. 16.5x26 


6^x10^4: 


2}4 . 


18x27 • ' 


7X 10^ 


3 


. 18.5x29 . . 


7Xxii>^ 


rA . . 


20.5 X 29 


8xii>^ 


4 


21x30 


. 8J4:xii3/ 


4H • 


22 X 30 


S^xiiJ^ 


5 


24X32 . . 


9>^xi2;4 


5X . . 


23X33-5 • 


9x13.^4: 


6 


25X33.5 . 


9^x13^4: 


7 


. 27.5X37 . 


. io,Vxi4>^ 


7% . 


28X40.5 . 


11x16 


8 


30X44 


. ii^xi7J4: 


8K . 


. 32.5X46 


. I2|^Xl8 


81^ . 


33x48.5 . 


13x19 


9 


. 37.5X57 


. I4^X22K 


10 


42X58.5 . 


. i6>^X23,l4: 


I0>^ . 


49X67.5 . 


. i9Xx26>^ 


II 


57X75.5 . 


. 221^x2934' 


12 


63x77.5 • 


. 24^x3o>^ 
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T'. '-W- tK*: }j':tA*:t, p:*:rcc the pamph!t:t \\:ih an a'»i to cor 

•I^/','! ••>'. •' V #:%.!..-! h'O.^ :r. the binder, zrA tic the two 

.* - ^ :. • • ; ^" ;': • !. FV.irin :t: the :>'tv*:n of the l»'k and 

• ' ' ' - - \: r-.'.^: f r.h :•> the t- ;>. ther.. e .ace back and 

••• ' •.*.•• -. :;:..; •;.; tiirV-;-. a- ri.--en'i of l>x»k. Secure 



^>^ 



'-I 



.1^- 
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b 

c 
d 
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if 
K 



k 

I 

m 

r. 

o 

P 

q 

r 
• 
t 
II 

V 

t 

V 

M 



; I. • 

: 4 ^ - : 
I : \ J ; 



\ J- 



-' I \ 



.) 



2 2 \ 2't 

: : \ \ ; 
:;\ ;-' 
. ; \ 22. 
:2 \ \' 
:; X ;?. 
; \ i-' 
:•, \ ;: 
; X 4 4 



4 V • 
4': \' * 
:'\ \ ' 
:'. \ « 
: ' • \ * „ 

^ '.. \ I. * 
- \ II '.- 

r X I -. * 

" X I : •« 

* '• X \z'% 

:'* \ II '.. 
: '.- X M ', 

" '4 X I I 4 

* •>. X I I '.. 

SXI3 

•• U X I 3 ', 

.,'.' X 1:', 

1 4 X >*, 

^'^ X I J *.. 

* r* V I ''. 

I * X i;'.- 

II '; X I' . ': 

II. \ I - '4 
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4". 

.4: 

■4n 



Common Sense binder 

\\ I n « oinrnr!i(l thi^ hiiicier a^ >iini»Ie. durahlr and effective. 
Two mrlal strips make a vise in whic h pamphlets or pajK-rN arc 
ilam|Mi| l*y tit vihie. tlat .steel fastener^, attached to the right- 
hand -^tnl) as see ureJN as if lM»und. This fastener is stiff enough 
to jHrforalf ihu) pajK-r^, .so flexible that it can be Ixnt with the 
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fingers, and so strong that it can be bent back and forth in con- 
stant use for many years without breaking. It is replaced as 




Supplies 



quickly as a common cord. The fastener is passed through 
the papers between the stubs, which are held firmly till it is 
bent over as close as possible, thus clamping them together. 
The free end of the fastener is then protected by sliding the 
brass clasp over it. Beside the styles and sizes listed we make 
any size or material promptly to order. In ordering from the 
following sizes, allow ^ cm. margin all round ; i. e., order a binder 
I cm. (}i in.) longer and }4 cm. (V,6 in.) wider than paper. Specify 
size in ordering. Lettering on front cover 25c. per line. Wire 
fasteners, all sizes, 25c. per dozen. For shelf list binders see 3Ii. 
3I), page 163. 



No. 


Size : centimeters 


Size : inches 


Full cloth 


Half russia 


42al . 


. 14x21.5 . 


. 5>^x8>4 . . 


. $ .60 


$ .90 


2 


. 1 5 X 24 . 


6X9K . . 


. .65 


1.00 


3 


16x25 


. 6^x9^ . . 


.70 


1.05 


4 . 


. 16.5x26 


. 6>^xio>4: . . 


.75 


1. 10 


5 . 


. 18.5x27 


. 7Xxio^^ . . 


.80 


1. 10 


6 . 


. 19.5x26.5 . 


. 7^xio>^ . . 


.80 


1. 10 


7 . 


. 20.5x26 


sHy^io!4iny2 


morocco only 


1. 10 


8 . 


21x27 


. 8^^xio3^ . . 


. .85 


1. 15 


9 . 


. 19.5x29 . 


7l^xii>^ . . 


. .85 


1. 15 


10 


21X30 


. S}4xiiH ' . 


. .85 


1.20 


II 


22X31 . . 


8J^xi2X . . 


.90 


1.25 


12 . . 


23X30.5 . . 


9X 12 


.95 


1.30 


13 . . 


25.5X30.5 . 


10x12 . . 


1. 00 


1.35 


14 • 


. 24X32 . . 


9>^xi2M . . 


I.OO 


1.35 


15 . . 


23.5X34.5 • • 


9Xxi35< . . 


. 1.05 


1.40 


16 . . 


25.5X33.5 • • 


10X13X . • 


1. 10 


1.45 



J83 



N-. 


5u« «■ in 


Si« «. 


17 • 


. 2^. ; X v'> • • 


1 : U X 1 4 '♦ 


18 . . 


27X3" . . 


IC U X 14': 


ao . . 


2^ X 4- : • . 


I 1 X 1 ^ • 


21 


2'. \ ;2 . 


II '.• X I' '. 


22 


; : X ; ; . . 


I 2 \ l-'\ 


23 . 


; : : X ; ; : . 


1 2 * X t ^ 


24 


MX-;.- • 


i;'.- X I.,', 


2S 


'O X ;'. . . 


1 ; X 22 


26 


42X'.| . . 


!'•'. X24 


27 


. 4" ; x'»v; . 


. 1 " ♦ \ 2 ; 



1 «.I K.UXh. 


HAlfrvMfa 


i.i; 


1,53 


1 '' " 


1.55 


1.;; 


1"- 


1.4; 


i.S; 


1 : - 


2.:o 


I.-; 


2.25 


1.^; 


-•4^ 



5->=> 



Spring-back binder 



Thr in.iica/int>. i)aniphlcts nr >lK-it> arc held firmly in a 
vi«*c u\m\v l»y the >tct.l cylinckr >prin^ haik, which holds one 

>hcct a** nriiily a** a volume. No 
awl. needle or >trini; i> needed. 
I-\ten>i\ely u>ed in readinj^ 
rooms f(ir papers with double 
pa^e illustrations, as the absence 
tif iKrforation> preserves sheets 
for pcmiancnt binding. Its chief 
feature i> the ea>e and cjuii kness 
with which >hecl> can be in>erted and removed. 

Stoi'k binders have roan back and corners. ( )ther styles 
and c»dd sizes made promptly to order. In ordering; special 
binders. ^i\e exact sj/r <»f papers to be l)«>und. and. if oblonjf, 
SjK'c ify sh.ipe. Letterini^ «»n front < oxer 251 . per line. 




N.i. 


Mj« . t m 


S'/c in 


I'ru«. 


46al 


i'.X2; 


'.'♦ X., ♦ . . . 


. . > .*»o 




l*iX2''. ; . 


-•* X 1 '.. . . . 


1.1 D 




1'* ; X 2., 


-♦XII': . . . 


1.10 




2 ; X 2'« 


- '. \ 1 '♦ . . . 


. . 1 . 1 




21 X ; 


^\ \ 11 ♦ . . . 


1.2 2 




. . : ; ; X ; 2 


. , \ 1 2 ... 


1.2; 




. . 2;.; X ;,.; . 


./♦ X 1 ; ^ . . . 


. • 1..;; 




. . 24; X ;i 


.,': X 12 '. . . . 


• • » ;>; 




. . 2'..; X V' 


1 '.. X 1 4'« . . • 


1 ;; 


10 


2-.; X ;- 


1 « X 1 r -• ... 


. . 1.'- 


11 


. . 2.,X4.' 


1 I '.. X !'■ '• . . . 


. . 1.7 


12 


. . ; . ; X 4 1 


12x1:', . . . 


. . i.so 


13 


• . -,2 ; X ;;.; . 


1 2 \ \ 1 N . . . 


. . 2. CO 



I.S4 



Clacher patent pannphlet box 

This IS a durable case for filing pamphlets, periodicals, 
music, loose sheets, or any papers tliat need to be kept for quick 
reference and free from dust* It is a .strung wooden box with 
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marbled sides and top, and cloth back witli gold lines. A 
concealed spring holds the cover dust tight. The back of the 
box opens like a spring door without latch or catch. A wooden 
slide in the bottom acts as a car to carr^^ the contents; when 
drawn out this holds the spring door open during consultation. 
A slight pressure of the finger on the slide replaces the contents 
and shuts the box without removing it from the shelf. Inside 
the door is a blank index arranged to be written on, and read 
easily. The dimensions given below are inside measurements. 
We make promptly to order any other size or finish* 



High 



Deep 



Thick 



No. 


cm. 


In. 


cm. 


in. 


cm. 


is. 


PrlM 


4>al 


j6 


6H 


10.5 


AH 


5 


2 


$ .5<^ 


2 


21 


8X 


»3 


0i 


6.2 


2 11 


oS 




23 


9 


'5 


6 


7.5 




.60 




23 


9 


i7o 


7 


7*5 




,65 




25.5 


10 


17.5 


7 


8.8 


Z^ 


.70 




250 


10 


20.5 


8 


8.8 


31^ 


.75 




28 


n 


23 


9 


10 




.80 




3' 


iz% 


23 


9 


10 




•95 




35 


15 


25 


10 


T2 


4V 


1.25 


10 


28 


1 1 


-3 


9 


to 




1.50 




48^10 \\.if> tour 


.Lide^. mnd U best f^r 


blUn, letters 


, etc. 
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Manilla CC paniphlet cases 

le from heav>^ tag board to contain a few thin pam- 
phlets or loose sheets: 4Sm I and 2, open at side only, 451113 
opens at side and top* 



Svi[»ptl«9 



Siw ; cm. 


Size t In, 




Price. 




45ml 25x17.5 


10x7 


each 2c. ; 


per 100 


$uso 


45nn2 31 x 20.5 


12X8 


each 3c, ; 


il 4t 


i*75 


45m3 22.5x27.5 

• * 


nj4xSH 


. 


'' TOO 
** 1000 


•15 
1.00 
7.50 



Wood CC pamphlet cases 

Made of tlioroughly seasoned 
stock, strongly joined and covered 
with durable marbled paper. These 
cases have solid tops, which protect 
contents from dust and injury. 
Made in standard sizes, as given 
bek*w, or in special sizes to order. 
Regular stock is carried in different 
thicknesses to avoid waste of shelf 
space when there are few pamphlets 
on a single subject. A discount 
of 20 per cent, on orders of ten or 
more cases* 



No. 


Size : cm. 


Site : la. 


lMc« 


4S-03 . 


25X17.5X3 ' • 


10x7 X rV • - 


15c. 




25X17.5X6 . . 


10x7 %2H • • 


20c. 




25X17.5X10 . . 


10x7 X4 • . 


25c. 




26X17.5X7 • • 


. 10 '4' X7 X2H ' ' 


30c. 




. 27.5^^18.5x4.5 . . 


11x7 VjI X I i^ . . 


20c. 




27.5X18.5X7.5 * . . 


U X 7 ^2 X 3 


25c. 


aa . . 


27.5 X 18.5x10 ^ . . 


11 X7>i X4 


30c. 


5> ■ 


30X22.5X9 . * ^ 


12x9 X2^4 * * 


30c. 


10 • < 


35X25 XIO.5 . . 


14X 10 X43'is . . 


3SC 
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L. B. pamphlet boxes 

These boxes are made of heaxy board covered with higlily 
glazed mottled paper. Half of one side doubles back on itself, 
pem"iitting easy consultation without removal of contents. The 
box can be held in the left hand like a book, w^hile the right is 
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free to turn leaves. As pamphlet cases or scrap files for loose 
leaves they are dust tight, open quickly and do not spill con- 
tents when carelessly handled. They stand on edge like books. 
The larger sizes make admirable new^spaper and periodical 
files. Daily papers should be folded once, while smaller ones 
maybe filed flat. In ordering send size of paper to be filed. 
Discount of 20 per cent, on five or more boxes in one order. 



Hirh 



D*ep 



Thick 



No. 


cm. 


' in. 


cm. 


m. 


cm. 


ID. 


Pri« 


4da 


16 


63< 


19.5 


4H 


3.6 


l..^* 


.20 


b 


2 1 


8X 


13 


SH 


4.3 


lU 


.30 


c 


23 


9 


^5 


6 


5 


2 


■25 


d 


23 


9 


»7-5 


7 


5 


^ 


.25 


e 


25*5 


10 


17.5 


7 


5-7 


h 


.25 


f 


250 


10 


20.5 


H 


5-7 


2% 


.25 


g 


sS 


It 


23 


9 


6.5 


2>i 


n 


K 


3» 


12H 


25o 


to 


7.2 


2H 


.30 



IS7 



ImppUm 





lltch 




Dcp 






Thick 






No 


cm. in. 


cm. 




in. 




cm. 


tn. 


Wire. 


1 


3^' UV 


-5- 


5 


10 






2 V 


5 .40 


1 


44 r'* 


3' 




I 2 -4 




s 


3*4 


.50 


k 


; I : .' 


33 




»3 




\t 


3'-' 


.50 


1 


5<. 2J 


3^ 




' 5 




\o 


4 


.(*o 


m 


/.I 24 


51 




20 




1 1 


4'* 


•75 






H»K 


3.^ 


--l/V 


r.XK 


I »N, 






P 


«3-5 5V 


^.5 




3 '4 




3 


1 '4 


•'5 


P 


»3-5 5'* 


•^•> 




3'* 




''•5 


2 'j 


.'5 



Indexes 

W'c make- varitnis alpliabctiral indexes to fit these boxes. 
For the 48g, whi( h is sold for papers and xrap sheets, 20 x 25 
cm, we furnish indexes in sets of 5, 10 and 20, covering a 
single alphalxt and ^ivin^ carefully devi>ed suhdivisions. A to 
Z indexe.s are supplied t<^ fit all sizes of pamphlet boxes at the 
same price as the box. 'Wn 48g boxe.s, with a ten-section index, 
co>t ;s4.oo. Numeric^ indexes can be supplied if desired, prices 
on application. Manilla folders are furnished to fit 48h boxes. 

481 fl NiiinlKTcil iH-T 1000 55.50 

48lf rnmimlnTtti ** 5.:o 

L. B. scrap box 

One hundred manilla pockets are arranj^ed in a heavy case, 
alphalKtically or by >ul)ject number.^ thus con>titutin^ their 
own index. Wry convenient f(»r filing sc rap>. dippini^s and 
lfH)>e sheets, when it i^ not practicable to u>e for this puri>ose 
the vertical filini; system des< rilx-d t»n paj;e 1S7. The subject is 
entered on the poeket and in the index, and additional matter 
added as it 1 oines t<» hand. .\s the scraps are nnt mounted 
they (an be used in compilations \\ith(»ut the labor <'f rec<»pyinj?, 
or thf y < an Ik- thrown away when their srason (»f interest ha> 
ixa>s(.(l. .\ book index, numbers. Ktter>. months and da\s on 
ready gummed slip*, are furnished with the s( rap box, but a 
card in<le\ ad<ls to its usiiulness Any <»ne of the desk i»utfits 
is suitable ti»r this pr.qxiM*. 
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Breed's portfolio scrap book 

Fifty strong manilla pockets firmly bound in red or black 
leather, making a handsome octavo volume. An alphabetic 
index in front provides for alphabetic arrangement, or as the 
envelopes are numbered the notes and clippings may be 
classified according to decimal or any other classification. The 
pockets are provided with flaps so that it is impossible for s^pp"«» 
clippings to fall out or get lost, and the excellent binding will 
stand long and severe usage. Numerous guards allow plenty of 
room for expansion. 

44b . . . $3.00 

L, B* scrap book 

This consists of one hundred manilla sheets, 20 x 25 cm. 
with guards laced in a Common Sense binder (42a7). On 
these sheets the scraps are pasted, the insertion of new sheets in 
the proper places preserving the classification as the collection 
grows. These manilla sheets and shelf binders make a practical 
scrap book, combining the merits of the old system of pasting 
on a flat sheet with the advantage of easy revision. 

44 i Scrap book in half morocco, with guards and 100 

manilla sheets $1.50 

Extra manilla sheets . . . per iod .25 

These scrap sheets are also furnished with the spring back 
binder, which affords an excellent protection for loose leaves, 
as they can be quickly inserted in their proper order, accord- 
ing to any method of classification. 

46a4 Spring back binder, roan back and corners . ^i.io 
Extra manilla sheets . . . per 100 .25 

The manilla scrap sheets may also be used with one of the 
pamphlet boxes shown on page 187. This serv^es the purpose of 
a loose leaf binder, allowing perfect freedom of classification by 
any method. The proper box to fit scrap sheets is 48^* 

48g 25c. 
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Athenaem file 

The file C()n>ists <»f a centre stick, around which are ar- 
ranged seven .smaller >ticks kept in place by a rubber handle at 



'If 



\ Ni». I leoKt>i «» in !<• f'n l>aprr« up t<« »•» in. 
' « • - '•■ ••■ — 



J', in " •' " " " !'• In. 
jj jn ij in. 



the l)<)tt(»m and a common rul)I)er rinj; at the top. Mach of the 
smaller stick.s binds the middle of <»ne paper, holding it securely 
and keeping it M-parate from the others. A very ^er\•iceable 
and low-priced file. 

46nl jKT ten 5'».oo 

Kuhlur ImiuIs carh .1; 

Riihhcr ringN per do/ .$0 



Atwater newspaper files 

Simply two .sticks held together by strong rubber rings and 
kept in place by two fixed pins, which also hold the papers. 
A practical and cheap file. It does not file consecutively. 

46nS \2 ill. 14 ill. .imi i^ in. hctwcfii han(l^. \h.'T itn <}.oo 

IN ill. 2c in. •• 22 in. " •* •* }.sO 

24 in. j'» in. " jS in. *• " *' 4.00 

3 in. \2 in. * 34 in. *• • " 4.50 

J'' in. 5^ in. " 40 in. ** ** " 5.0-0 

Kul»tKr nnijN ..... cu !i .03 
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Ruled papers 

W'c furni>h >hccts of 1 size, ?o\ 25 cm., and i\ size, exactly 
half a^ lari;e, with L. H. ruling. This c<)n>i>l> of main lines of 
>tanclar(l rulinv; i cm. apart, with faint intermediate lines half 
way l)riwrrn the rei;iilar rulini;^ f(»r interlinin;< >h<)rthand work, 
or for (IomIv writtrn matter. l'*aint down lines divide the 
pa^e into four c olunm> for headini^s or tabulations. These faint 
rulinj;^ < an he written over without affe( tinir legibility. Sheets 
punc hrd f<ir Common Sense l)inder>. 

We also furnish (heckini^ i)aper in 1 size sheets, ruled in 
cm. scpiares. j^ivini; 500 spa< e> to eac h side of the sheet for 
statistic s, tabulations, t-te. Mvery fifth line eac h way i> a heavy 
red one, dividin^C the sluet into 5 em. xpiare^. 

53 1- *»!ufiN lil»raiy ruliMLj .... I»<t i- 5 ;o( . 
N • •• .... •• 3H. 

Clui kin;; I».i|KT .... ** 50c. 



Blocks or pads 

We have made f<»r us a series of standard sized papers of 
cirdinary j^rade, blinked. The>e liave a ^(mkI writing surface 
and are suitable fc^r nolo and memoranda. They are cut and 
bloiked into exact >izes, and are put up in dt»uble thick pads. 
An they are unifomi in (juality and always of >tandard .size, they 
will l>e found more satisfactory than the irregular sizes, varying 
weij^hts and grades of (kIcI.s and ends of paper usually put up in 
this wa>. The p size is the same as the ^7^ ^^^^* stanchrd cards. 
The I size is the same as the slulf list sheets and .scrap sheets and 
fits 48g fill- l>o\es, 46a4 sprini; bat k binders and 42a7 Common 
Sense binders. The n size is exactly half t>f I size. 

p r.;\ 12.51m. 3 \ ; in. jkt ic. 4 ll*'* . .5 .'•; 

n i-v;\2 «in. ; \ ^ in. 10 *• . . . i.;o 

I 20 X2;cin. s\ioin. " 2-2 ** . , • ^.--o 
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Library Bureau steel pens 

Made specially for cataloging and other library^ handwriting, 
but equally good for commercial uses. They are manufactured 
by the largest and best makers in the world, and are as perfect a 
steel pen as can be made. The following are exact facsimiles. 
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55*^ Nos. 1 . 2 or 3 
Falcon 



per g^ross $ i .oo 
.50 



Library Bureau pencils 

The best high grade lead pencils, specially made for library 
or commercial uses. Satisfactory in every respect. Order by 
the dozen or gross. In ordering, state whether hard, soft or 
medium leads are desired. Special discounts on large orders. 



-^IKlHIf 



Library Bureau— Library M2 



r-^eiiiif 



Li brai~y Brxrea-d — 



SSai 2, 2a or 3, medium, soft or hard . per dozen 40c. 
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Drawing board mucilage 

This is a vegetable plue warranted to keep jx^rfectly good 
and to rnniain no injurious injjredients. It possesses great 
strength and is re(*<»mmended for sticking ahnoNt everything. 
Put up in M Tew capped jar>. We aI>o furni.sh photo mounter, 
\\hi<h is made especially for mounting photographs, drawings, 
etc. Put uj) as above. 

8x>p»iM 56 yi>/.],xT. 5 .15 

'><►/. **........ .25 

I4-<»Z. " .50 

Half ;j.ill<>n 2.00 

(iallon 3.50 



Clinch paper clip 

p*>»,.„^^^ A simple chp with many of the advantages of the 
^^^^^^ more expensive forms. Is Hat and binds finnly. In 
quarter thousand bo\js. 

S** IX.T 1)<>X 2<X*. 



Conductor's punch 

0>nvenient desk t<M>I for jx^rforaling 
pajKTs t»» fasten, tie or bind in one of 
the numen»us stxies (»f binders. It ( uls a 
hi»le 4mm. in (hameler. This punth i^ 
not an t»rdinary shoe pun( h. which is 
worthless ft>r culling pajHT, l)ul it i^^ a small (Hr i utter which 
works easily and make^^ a c lean hule. Spit iai pun< lu^ are often 
made as a safity cKvit e f<»r < hr< k^. IhIU and otlu r papiT>. 
TIum- are furnished at extra « o>i. ckpcnding «»n tin* ft»rm t>f die. 

6lp ( »r»l.n.iry r-miul ilic 5-.;") 
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Erasers 

Brush eraser ; with a convenient attachment to the rubber 
eraser for cleaning the page after erasing. The rubber is of the 
best quality and the brush strongly inserted. 

Typewriter eraser; of circular form, especially designed for 
use on paper while in a machine. It is equally good for erasing 
pencil marks or smoothing the surface of paper upon which the 
steel eraser has been used. 

Steel eraser ; an essential tool for every cataloger s desk. 
Those offered by the L. B. are of the highest grade steel. Made 
in two forms — oval and with knife edge for use as paper cutter; 
all with cocoa handles. 

63a Brush eraser 25c. 

63c Type writer eraser .... per dozen 50c. 

6301 Oval edge 40c. 

6302 Knife edge 50c. 
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64 Japanned 
Nickel 



Paper weight clip 

A handsome, nickeled or japanned 
paper weight, which is also an admira- 
ble clip. Papers are firmly clamped be- 
tween the base and the adjustable 
weight, which is held in place by a 
strong spring. 



25c. 
50c. 



Desk blotting pads 

These protect the desk from ink stains and serve as a 
blotter and cushion for writing upon. Three sheets of blotting 
paper are held by four russia corners and heavy tar board back. 
An essential on ever>^ desk. Made in two sizes and filled with 
the best " Treasury " blotting paper. 

64cli i9X24in. . 90c. 

64^2 12x19 in 60c. 
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Perfect inkstand 

A pouch of pure soft rubber 
holds the ink, an ebony cut-glass base 
protecting it from accident. A turn 
of the nickeled thumb-screw on top 
sends up exactly the amount of ink 
supplies ^^^^^^B ^ wanted. On top a cube of crystal 

66b cut-glass forms the dipping cup for 

the pen. An air-tight rubber stopper completes this "instru- 
ment of precision," as it is justly called. 

The two essentials of a perfect inkstand are a pen gauge dip- 
ping cup and adjustable fountain. These inkstands have both 
essentials and are made on scientific principles, preserving 
quantity and quality of the ink and the points of pens from any 
possible injury. 

66a Pressed glass $1.50 

66b Cut glass 2.00 



Arm rest 

In writing on the bottom lines of the 
accession book, or any large blank book, the 
the writer is compelled to have some support 
for the arm, or the handwriting becomes 
cramped and not uniform with the rest of the 
page. The arm rest overcomes this difficulty, 
and gives greater ease in writing. Made in 
oak, handsomely finished. 

86k 7;c. 
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Publication departn\et\t 

The technical manuals published by the Library Bureau 
are recommended by the library profession as indispensable to 
librarians and assistants. Similar publications by other pub- 
lishers are also cataloged here, and are supplied by the Bureau PubUoations 
for the convenience of librarians. These, with the publications 
of the American Librarj^ Association, of which a list is given, 
are all helpful, and most of them absolutely necessary in every 
library. All prices are net. 

Decimal classification and relativ index 

For arranging, cataloging, and indexing public and private 
libraries, and for pamphlets, clippings, notes, scrap books, index 
rerums, etc. By Melvil Dewey, director New York state 
library and library school. Published by the Library Bureau. 

Adopted by the Institut international de bibliographic, 

Brussels, September, 1895, ^s its official classification for use in 

the various countries, and by the Concilium bibliographicum, 

Zurich. 

Brief description All known subjects are grouped into 10 classes num- 
bered with the digits, 0-9 ; e. g. 5 is Science. Each class is treated as a separate 
library and divided into ten divisions numbered likewise; e.g. 51 is 
Mathematics. Each division has ten sections; e.g. 513 is Geometr>'. Many 
of these sections are further divided so that the minutest topic may have a 
specific number, all after the first three figures being arranged as decimals. 
Thus 331.89 is Strikes, or, to give the meaning of each figure in order (as would 
be seen at a glance in the book) — Sociology ; Political Ex:onomy ; Capital, Labor, 
and Wages; Laboring Classes; Strikes. All subjects in the tables are ar- 
ranged in simple numerical order, and the relative index enables a novice to 
assign the minutest topic to its exact place in the classification, or to find 
anything previously assigned by the quickest and cheapest method yet dis- 
covered. Full directions are given for applying this system to its manifold 
uses and also for variations to meet special cases. 

199 
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No person intcrfstcd in public or private libraries can 
afford t(» ii^nore the i!ive>tiifation of this system, which is 
more widely adopted than any other. Full descriptive and 
explanal(»ry I in ular .sent on application. These b(M)ks are not 
>ei\t out on ai>provaI. The twentieth century edition is now* 
in priMv^s of ( c»mpiIation. 

Sixth ecHtion, with index, supplement, and additions to 
hi>t<>ry, ^eoicraphy, et* . 1S99. Half turkey, j^ilt top, A. L. A. 
binding, or full tiexible persian morocco, red edj^es. 

It l*ri( f ]M»sip.ii«l ...... 55.00 



Abridged decimal classification and relativ index 

l»ued in response t«» the demand for a shorter fonn 
for >mall and .^lowly i;rowin>; lil)rarie>. 'I'he short (3-fi^ure) 
forms can be c hani;ed to the full c la>s numbers at any time 
without other aheration than addinvf extra fiifures from the 
unabridged tables. 

t2a <'l«»ib.. jM»st|).ii(l 51.50 

necim.il i l.i^Mtu.ilinii. Stn oiul suiiiinar\ . prmltsi 

«m 1 .irtU r<\25<m. . . . i-.rIi .25 



Cutter's expansive classification 

A loi:^i(aI. practical < LiN>itu ation for book^^. I >eviNed by 

C A. Cutter, librarian of the I-'orU*^ Librar\, Northampton. 

Ma>>. rhi> w«»rk i^ i»ued unlxKind in sheet>, not yet In-ing 

completed. I'o all >ubM rilKi^ of 55.' >3 the >heets and the 

reviNinn-*. or *^e« otul edition^ of e»u h part, are >ent a^ i'H>ued 

fn>m the pre^N. 

Brief deecription It < insists of mtm-ii t.iMi^ of ilassit'u .itioiiof pni^^rcs- 
Siixc fiiUiif»s. <lf^l^iK«l to inn I \\\v uvvi\s of .1 lihr.iry at its siutt'sNivc st.i);cs of 
jjpiwtli. 'Ihf tirNi t.iMi- h.iN ftw < l.iss*^ .mil no miIkIjx isu.ns. li In iiumiU f«»r 
a \crv MiKill itjllixtion i»f Ufoks. 'I he sttoiul has more iLisscs aiul .M>inc .sub- 



200 



dmsions, but retains all the old classes with their previous marks. 11us is 
intended for the small collection when it has swelled so mxu h that it must he 
broken up into more parts* lVx>ks which arc put into the new classes m\ist, of 
course, have new marks; but those in the old ones remain as they are: their 
marks need no chang^e. In this way the nmnber of the classes and subclasses 
is gradually increased, and yet in each transiti<^n fron\ (he simpler to the com- 
plex scheme the old notation is preserved, s<^ th;\t there is only the absohitely 
necessar}' amount of alteration. Passing; throuj^h the thitxl, fourt!\, fifth, at^d 
sixth, it comes finally to the seventh, whi< h is full .•^n<l minute with a < i^pat ity 
of increase to the tenth i>ower, for there mijt>lu ho an eighth and ninth table if 
need be. From this adaination to growth comes the name oxpa!\sive. 

The first feature of the notation is not original, the second is. The iirst is 
the use of the letters of the al]3habet to mark the classes, and of a second letter 
for the divisions, and a third for their subdivisiot\. The second feature, 
which is original, is the use of figures to niark cou!\tries, and letters for all other 
subjects. 

Part I consists of the " First six classificatit)ns/* complete 
with index and title paj^e. Part II, not yet completed, will 
consist of the "Seventh classification'* in full, with complete 
indexes to each separate class. 

Natural sciences, arts, fine arts and the general index 
are not yet printed. The five dollar subscription covers these 
classes and the general index when finished. 

Descriptive circulars sent on application, together with 
instructions for binding. A springback temporary binder, 46^* 
can be used to advantage for this work until it is complete and 
ready for binding. 

12b Part I Flrat six classes, complete, with in- 
dex and title page. 160 p. In sheets $ .Ho 

12b Part II Seventh classification 

Philosophy, 15 p. and index. In sheets .50 

Religion 67 p. " " .go 

History 68 p. " " .«o 

Medicine 45 p. *' " .«o 

I>xal list 35 p. " " .«o 

Social sciences, nop. . . . .^o 
Arts of communication by language 

and literature, 143 P- * « '25 
Sheets of others forwarded as issued. 



20 1 



thit»llcAHotts 



PubllOAtlOfM 



Library school rules 

Containing card catalog, accession and shelf list rules; 
edited by Melvil Dewey, director of the New York state 
library and library school. Sixth edition, revised, with marginal 
alternative rules. 1899. Printed on the finest paper, 25x17.5 
cm, allowing margin for side notes. Bound together complete. 
Published by the Library Bureau. 

Card catalog rules for author and classed catalogs, with a ** Bibliography 
of catalog rules " by Mary Salome Cutler Fairchild, instructor in cataloging in 
the Library School. Contains facsimile cards illustrating all points. 

Acceaaion rulea (see 31a) Sample pages written in the librar}' hand 
illustrate each rule. 

Shelf Hat rulea (see S't) cover constant questions that arise and are fully 
illustrated by sample pages showing method of filling. 

13a Cloth, postpaid I1.25 

Genuine half turkey morocco . . . . 2.00 
Full Persian morocco, interleaved for individual 

additions. 2.50 

Simplified library school rules 

An abridged edition compiled for the benefit of libraries 
not requiring such elaborate bibliographical records as are pro- 
vided for in the complete edition (13a). It differs from the 
original edition in being more explicit, with fuller notes, simpler 
statements, and clearer definitions; also in omitting the rules 
for minute bibliographical records. 

It contains simplified card catalog rules, accession rules, 
shelf list rules, simplified book numbers, and rules for capi- 
talization, punctuation, library abbreviations and library hand- 
writing. These rules are equally applicable to dictionary and 
classed catalogs. Sample catalog cards are given illustrating 
both forms. This edition is specially suitable for small public 
and private libraries. 1898. 

13al Cloth, postpaid J1.25 

Half turkey morocco 2.00 

Full Persian morocco 2.50 

Paper, issued as no. 16, vol. 4, *'Librar}' notes" i.oo 
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Library handwriting copy cards 



mnO P Q.RST \JL vv w 
UJ XV L| Z 


ttYtrco p c^ h.Sb'tu-U'UJ'X ljl^ 


1234-5S1S90 & 



■3^3 Facsimile of joined hand 



ABCDEF GHIJKLMN 
OPQRSTUVWXYZ 

abcdefghijkl m noif 

Cjrstuvwxyz 

1234567890 & 
Take great pains to have all 

writing uniform in size, slant. 

spacing & forms of letters. 



PubllcAtlona 



I3a3 Facsimile of disjoined hand 
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It is of the utm()>t imix)rtancc that all writing in card cata- 
lof^s, indexes or Hst^ Ix- lej^ihle and unifomi in apiK-arance. The 
Library Bureau .supplies two styles of standard Hbrary hand- 
writing (opy Used and recommended hy the library .sch(K»ls. 
I^rinted <»n ;;3 >i/e cards. 

I^aa I.iiiRil e;uh 51-. 

PiabllcAtlons I3M 1 >i-j<'iiu(: 5c-. 



Library abbreviations 

C<»m|>iled l»y Melvil I >ewey. Re|)rint on card folder of 
abbre\iali<»ns pul)Iislu-d in iSc;4 eilition of ** Library >ch(M>l 
rules " (I3a». 

I3a4 ... iMth 5;. 



Library primer 

Hy John Cotton Dana. The most complete handUnik ever 
publishetl for librarians. Ivvery phase of lil)rary w«»rk, theoreti- 
cal, practical, and historical, is dealt with, and new methofls, 
systems, and supplies illustrated and described. Second edition 
1900. I\iblished by I-ibrary Bureau, Chicago. 

I3«^5 Cliilh. ix»>ti).iiil $i.^z 



Cataloging 

By Ksther Crawford. Reprint «»f a paper rtad bef(»re the 
Ohio lil)rary asN(Kiatit»n in Tokdo, ()hi«», g Au^;ust. iSiH>. 
SiKiially valuable in bejjinners. icyoo. Published by Library 
Bureau, Chicai^o. 

13*6 PajH r. |H.Ntp.i:il 15*. 
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United States government publications 

A hand book for the cataloger, by Adelaide R. Hasse, chief 
of the document department of the New York public librarj-. 
This work covers the whole subject with great minuteness and 
includes in its scope constitutions, treaties, legislative papers, 
executive and judicial papers, federal documents, and state and 
city documents. The subjects are treated in the order named, 
and facsimile cards are given which emphasize and explain the 
rules and recommendations. The work will be issued in parts. 
Published by the Library Bureau, Boston. 

I3a7 Part I The Government at large. Constitu- 
tions, treaties, statutes. In cloth, 
postpaid 5i.oo 

Part II Announcement of this and following 
l)arts will be made shortly 



Cutter 2-figure decimal alphabetic order table 

A scheme giving to each work its own exclusive book num- 
ber, so contrived that "the books stand on the shelves alpha- 
betically by authors under each subject." With the relative 
location, now used by most libraries, this system makes indefin- 
ite intercalation of books possible in a very simple manner. It 
not only brings together upon the shelves all of an author's 
works upon one subject, but allows of still closer arrangement 
by dates or by alphabetic arrangement under title, as desired. 
Devised by C. A. Cutter, librarian of the Forbes library, 
Northampton, Mass., it has grown in use from one library to a 
wide adoption in others, as a satisfactory solution of one of the 
problems of close classification. Full explanatory circular 
mailed gratis on application. The tables are mounted on 
boards, strongly hinged together, and folded compactly. 1880. 

iSb Mounted, postpaid . . ... 51.25 
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PublloAtlons 



Publications 



Cutter-Sanborn 3«figure alphabetic order table 

Made by Miss Kate E. Sanborn, on the same principle as 
13b. but three figures instead of two are used with the initial 
letter. It is intended for libraries that have large classes to be 
arranged in alphabetic order. 1895. 

13c Two parts complete, postpaid . . . $2.50 

Part I, consonants . ... 1.50 

Part 2, vowels and S . ... i.oo 



Cutter 3-figure decimal alphabetic order table 

These tables are simply an enlargement of the Cutter 
2-figure order table (13b). They include and extend the matter 
originally published in the 2-figure table, and can not only be 
employed to better advantage than the Cutter-Sanborn 3-figure 
tables, where the 2-figure tables have been used, but they can be 
worked both for two or three figures equally well. In two parts, 
mounted on boards strongly hinged together and folded com- 
pactly. 

13d Two parts, complete postpaid . . ^2.25 

Part I , consonants . ... 1.50 

Part 2, vowels and S . . . . .75 



Eclectic card catalog rules 

Author and title entries based on Dziatzko\s " Instruction'' 
compared with the rules of the British Museum, Cutter, Dewey^ 
Perkins and other authorities; "with appendix containing a list 
of oriental titles of honor and occupations"; by Klas August 
Linderfelt. Boston, Charles A. Cutter. 1890. 8 + 104 p. O. 

Professor Dziatzko's work, says Mr. Linderfelt, is a marvel of ingenious 
condensation, lucidity and completeness. It would have been impossible to 
evolve out of mere theoretical reasoning such an array of minute directions as 
to the manner of proceeding in the innumerable variations and peculiari- 
ties of book making, which are the result of the vagaries of authors, pub- 
lishers and printers for the last 450 years, and now contribute their share toward 
making the life of the conscientious cataloger a burden. On the contrary, 
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Professor Dziatzko*s rules are the outgrowth of the actual passing through his 
own hands of every one of the 340,000 cards and the 330,000 books and 
panjphlets which they recorded ; and the examples he cites are actual existing 
facts. 

Taking this as a foundation, Mr. Linderfelt has prepared a 
manual suited to the needs and habits of the American cata- 
loger, who in many respects has very different ideas from his 
German cousin, and has made it in a way an epitome of all Publications 
rules by his references to other codifiers. The book is excel- 
lently printed and well indexed. The appendix of oriental titles 
with their translations, is exceedingly valuable. 

Ije Paper covers, postpaid $1.25 

Cloth boards 1.50 

Half goat, A. L. A. style (ver>^ substantial) . 2.00 
Flexible persian morocco, interleaved . . 2.50 



List of subject headings for use in dictionary catalogs 

Prepared by a committee of the American Library Asso- 
ciation. Second edition, revised. Published for the American 
Library Association Publishing Section by the Library Bureau, 
1898. Reprinted, 1901. 6 + 206 p O. 

There has been nothing more puzzling to the novice in 
cataloging than the variations of subject headings in different 
catalogs. The list of subject headings furnishes a professional 
tool which has been found most helpful. The headings used in 
the best dictionary catalogs have been carefully compared, and 
those considered preferable have been adopted by the committee 
for this list. 

13I Cloth, postpaid $2.00 

Library Notes 

A journal of improved methods, in which is given a valu- 
able record of the results of the studies and experiments con- 
ducted in the Library School, N. Y. state library, Albany, N. Y. 
The special features of this work are the "literary methods 
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Publications 



and lal)<)r-sa\cr>/' practical, helpful rules, notes and hints for 
every reader and w Titer who would acconipli.sh the most i)ossiblc 
with hi> time and labor. ICvery one c<»nnected with or inter- 
ested in library work, not pos.se.vsinj; the>e handlxMjlcN should 
M( ure the ba( k volumes if possible. They are very .scarce 
and will soim l)e unolnainable. Hack lunnbers of all parts 
e\<eptinj^ Nos. 15 and 14, which contain abridged decimal dassi- 
fu at ion and are n(»w (uit of print, (an still be had. 

tSa Vnl. I. Ixiiiiul in ( loth . . . . 54.00 

\«»U. II. III. hound ti»);itlur in iImiIi. l>.i;:r(i 

.md :iuii-M<l a^ inu" M»liimf . 4.00 

\'ol. 1\ . Unincl in doth. < «»n»plctisihi* woik . 4..->) 

it (<»nt.iin> 

N«»s. 13. 14. in line ]).iri. €»ut ••( print. 
N(». 1;. I.il»r.iiy rr« iprs . . .;-. 

.No. M». .Siniphticdlibr.in' s( ho<il rnlt-s i,..o 



Public Libraries 

This is a monthly journal devoted to all phases of librarj' 
work, and published by the Library Uureau. 215 MadiMUi street. 
Chic a^o. I-'oimded in iSck\ in answer to a stninj^ demand for 
such a work, this p.rio<lieal has ^rown steadily in the cpiality of 
its cnntents and in the favor of it^ reader*-. In presentinjj the 
larger plans of the work <h <'up\ini^ the more advanced fields of 
librariannhip. the (Ulails iKi CN».ary to the pn»i;re^s of the new 
and smaller libraries are ^i^'cn ccuiNtant and < artful attention. 
It numUrN amonj^ ii^ < ontributMi*- the leading librarians of the 
day. and in its pa)4es may alwa\s bi- found tlu- latent and In-st 
ideas in library w«»rk. Its reports «it matli rs of interest to mem- 
bers «»f the Anuriian I.ii)iary .\sv04 iati«»n and of the meetings 
of the \arioii^ state as^o< jaiionK an<l library elubs have reconv 
mendrd it to tie attention • f library workt-rs e\er\where, while 
the attentit>n i;ivrn to iIk- elementary but no k>s imi>ortant 
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details of Hbrar>- work makes it suggestive to all and invaluable 
to less experienced worker^ No effort is spared in carrying i>ut 
the object of this periodical, which is to promi>te the principles 
of the A. L. A., ** the lK\^t reading for the largest numlnM* at the 
least cost," to forward the interests of state library ass^n iations 
in ever\- possible way, keep librarians and trustees in ti>uch with 
the work going on and to encourage the fi>unding oi new libra- 
ries and the building up of those already established, PubUo^tion* 

Ten numbers complete the yearly vi>lume, A few oi the 
earlier volumes (1,2, 3, 4, 5) may be had unbound at #3,00 each. 
Some special back numbers, 75c, each, 

15c Subscription price, I o numlHTs . , . , #1.00 
Five subscriptions on one order . . . .4.00 
Single numbers 20 
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Publications of the 
Americarv Library Association publishing board 

Large series 

A. L. A. in<lex to general literature. New e<lition, greatly enlarged, ii/oi. 
i loth. $10.00 ; half nioroico. $14.00. 

A. L. A. If\<lex of portraits. In preparation. 

^ 1^ ^ Annotated bibliography of American Kiatory. Kdited by J. N. lamed. In 

publleatlona prc%i. lloth.^O.oo. 

Annotated bibliography of fine art and muaic. Tainting, aculpture, 
architecture, artft <»f dci oration and illustration, by KuskcII Sturgit. Muaic 
by Henry Kdward Krehbiel. Kdited by (Icorge Ilc». iSy;. Taper, 50c ; 
iloth. $i.i>c. 

Liat of books for girls and women and their clubs. Kdite«l l>y Augutu 
H. I.eyi>oldt and (Jeorgc lie*. iS^S- Taper, 50c; doth, $1.00. 

Reading for the young. A clas^iried, annotated catalog, compiled by John F. 
Sargent. iS<jo. Supplement and nubject index prepared t»y Nfary K. and 
.Vbtiy I . Sargent. i^)S- * b*th, f i.oo. Complete work out of print. 

Small Series 

Books for boys and girls. Compiled by Caroline Nf. Ilewint. 1K97. Taper, loc; 
50 iOpie%, l.voc ; 1 00 t opiea, f 3.00. 

List of books for girls and women and their clubs. Idited by Augusta 
II. ljcy))oldt and <it:<»rge IUh. iN«^5. In h\e paitn. i. Fiition. •. Biog- 
raphy, History. l'ra\el. Literature, Folklore. V Tine art and Munit. 
4. Education and Science. 5. CM.ful arts. Livelihoods, Country work. The 
Household. Spfirtfc, Keferen(.e work*. Club hint«. Ta|)er. lOi.iaih. Al»o 
t«»ued in ljrg<- %erie« in one volume. 

List of French fiction. CompiUd and annotated by Mme. Sophie C<}rnu and 
\\ ilham Teer. I.N-/.S. Taper, I oc. 

Pf^p^r and ink. T>v K. T. S«an, conimi»tionet of public record«>. MaA<*at.hu%etti. 
|S4*5. Ta{»cr. I ?v . f i.ir j>«r 100 copies. 

Card series 
Catalog cards 

I {i^ncKiuai pubhcai on«>. 

J \4riou% set* of {>eri<Mlic.Al% .irid IfK^kft. 

3 «i)rrint l>«Kik« on I n,:lifth hi»t«it\ . «ith ann«»tali<»n« 

4 biblio^rapbujj «e:ijM. 

For detailed information in regard t>> the card publications, appl) directl) to the 
Tubluhinf Itoard uf the A. U A . loS Hcacc»n St . Itoston, MaM. 
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A to Z guide cards 109, lo 

Abbreviations for libraries: Dewey . . . 204 

A bridged Decimal classi/icali on: Dewey 200 

Library school rules: Deieey 202 

Accession books 158-161 

Condensed 1 60 

Museum 161 

Photograj)!! 160 

vStandard A. L. A 158,9 

.Accession rules: Dewey 202 

Acme book iM)cket 152 

Adhesive cloth and paper 179 

Administrative equipment. .93-170 
Alphabetic order tables: Cutter .... 205,6 

A. L. A. accession book 158,9 

book size rule 161 

A. L. A. publications 210 

Subject headings 207 

American Geograj)hical Society, 

X.Y.C. two-story clutch stack 36 
American Library Association and 

L.B 7,8 

Angle blocks 112 

Application blanks 143 

cards 148 

Arm chairs 

Bentwood 7 2,3 

Windsor 67 

Arm rest 161. 1 96 

Arrangement cards 1 04 

Athenaeum newspaper file 1 90 

Atwater newspaper file 190 

Automatic numbering stamp 173 

B 

Bases 

for close construction tray 

cases 1 26-1 30 

standard drawer cases. . . . 1 36- 1 38 
standard tray cases 1 24 



Bentwood chairs 72,3 

Best lH)(»k cards 105 

Bibliography cards 103 

Binders 1 81-184 

Common sense 182-184 

lunerson 181 

Library 181,2 

Scrap sheet 1 89 

Shelf list sheet 163 

Spring back 1 84 

Binding book 168 

sheet 168 

slip 168,9 

Biography cards 103 

cross reference cards 1 02 

Blotting pads 195 

Book cards 1 50, i 

Book covers 

Duck slip 161 

Manilla pai)er 1 79 

BcK>k dunmiies 1 76 

elevators 38 

pockets 152,3 

Book rests 

Ledger 161. 197 

Perfection 84 

Book size card and rule 161 

Book supports 175 

Crocker 175 

L.B 175 

Book trays 79 

Book trucks 7^.9 

Bookcases 

Folio 52, 3 

Revolving 86 

Rotary 85 

Bookstacks 28-41 

Clutch 36.7 

L. B. Standard 28-35 

Borrower's card 149 



Borrnwer s (wickrt 


. . ^^2,^ 


Borrowers' register 


H\ 1 4 > 


tMMik foriii . . . 


. 1 P.«* 


f.ifil fi»rin . . . 


» M 


H«»x s«Mt chair . . . 


"11 


IImxwimmI a I. A vi/r ruU- 


i*.i 


Hr.Ki-s i..r Un.Ws 


I 7 <% 


lir.uk«t>. st.uk 


V» 


lir«H<|s |H»^t^•lil> Ni-rap lHM>k 


IJM) 


Itrimm- ch.ir>:inn system 


uv. 


Hrusli rraMT 
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C C U".k |«»tkrl . . IS-' 

I'atiiphU t taM-> I M. 

Call slip tTa\s ,1 s<».7 

Call slips 147 I ;;i 
Caliiiiut \' llvcla l.iltrarv 

kfa<liii«{ riH'fii 44 
Caril latal*!^ ta»^s. rriiiiTttui I iiiv , 

N I IS 

Card catalog outfits m i\: 

Ai"tfs>« If irs . 1 I I , i » 

iK-sk iitittils I I -'.M 

lh"awi*r •nillitN 1 ;i 1 4.' 

Trav I Hit tils 11^ 1 .»«; 141 

( *jr./ (iiAj/.'p: ri*/. I /'« -. 1 .*•».• 

f, hi it I l.tH-UtjJM .vi*».7 

Card catalogs <m m- 

Caltincts 1 1 1 14.* 

Car«|s «|N m7 

(•iiiilc car<l% i«»s 1 k, 

Car<! rrasiirr^ . . »i7 

jMU'krls 1^.*.; 

^•ritifi-,: •*»». .♦••;. 4 

Cards 



Appliiati.ifi r«t«inl 


14^ 


H«»rriiuc-rs 


140 


Calal.'k:an«l imhx slips 


I..I..- 


C!»ari:mi; s\*!rTii 


1 Nl». 1 


Ciili>r«*«l . !.■.. 1 


1 >l ». 1 


Ct'iiiiiu-ri i.ii 


II. 1 


llatuiMriTiiu i'"pv 


."' • ;. 4 


I.llirarv tatah'K. 1. H St ami 




ar.I 


.1^ !•»*• 


lVritMlu.ll fc\«.r«l 


l''4 


Shrlt Iivi 


i»'.' 


S|«r\*ial printril latali^*: 1 


.•; I. '7 


Tab 


n»7 



Cards 

U M/C o«) 

U' M/«* tlS 

TviK-wriHT catalog im) 

Catalog and iiulcx slips mi, .* 

Cataloging de|»artment, L. B. i«i. .^o 

Cliair ami steps ciiinhiiicd . . M 

ti|>s, rtihlMT 7 \ I7'» 

Chairs '»7 7 ^ 

IWiUwimhI 72, .\ 

Box seat .70 

Children's 

Viitiiria 

Windxir 

Charj-in^jeard trays . n 

cards 
Charging desks 

Me<!f..rd Pulilio Library . 
Charging systems 
lH*s(Tipti(>n I if plans 
Material Applieation cards 
linrriiweis* eards 
liorrtiHers' register 
Call slips 
Cards 

Ihite >;iiide rards 
I Kite slips 
I late stamp (itittits 
iNnkets 
Sliptravs 

Trays 1 1 

Chicago Academy t*i Niences 

Miis4*tim s}i«*cinien cases 

Children's furniture S7 

Chairs 71 7 \ 

TaLlc* S«*. 'H . <*} 

Children's reading rooms 

l.xnn PiiMii' I.ilitarv . . %(i 

Ni»rth Adam- I'uMic l.ilirarv 1 -• 

Virmlar tahU-N 1 .• 44 ^f» ^g 

V. lai hcf pamphlet Ui\(> |>^ 

Classifications t*t*t ;oi 

/'. . I»f|.i/ /'. a« » |i».>, .•!«» 

/ i/SjHi :. < u//< r .nbM 

Clint h pajKr t lip 1114 

CK'M- CMiisirnctii'n ilr an er eases 1 \u.\** 

tfav cases 1 .^ ^ 1 ^i 

Clctli ami |*.i{trr for UhiL re{jair 17*1 

Clutch Macki^ y*,; 



71 7 » 

(•7 

4 iS^/» 

. I S< M 

. VM 

»44 

»4 * « 57 

n^ I »7 

14^ 

14'' tM 

1 4*^.') 

I 51 

i\*t 151 

154 

154 

155 

15.',^ 

i^'».7 

\ IsS.'» 
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Cole size card i6 1 

Colors of L . B . cards . 100.102.107 150,1 

Coiniiiercial L. H. cards loi 

Common sense hinders 1H2-1S4 

Condensed accession lHM)k iTx) 

Conductor's punch n)^ 

Consultation department, L.B. 1 5 

Copier, L.B <^) 

Covers for hooks 161 . i ;() 

Criticism cards lo;^ 

Crocker hook hraces 175 

D 

Danner revolving bookcases S6 

Date guide cards 1 10. 1 54 

sHps 145. 154 

stamp outfits 155. 171,2 

Dates, daters and stamps . . 171-174 

Emlx>ssing stamp 174 

Numl)ering stamp 173 

Perforating stamp 174 

Ruhl)er stam{)s 155. 171,2 

Self-inking dater 172 

Stamp inks and pads 17^^ 

Day and serial blanks 164 

guide cards 109,10 

Decimal order tables: Cutter 205,6 

chssifi cation: Dewey. ... 199, 200 
shelf lal>els 178,9 

Delivery desks 50, i 

Medford Public Library 144 

New York University Library. . . 16 

Description cards 107 

Desk blotting pads 195 

card outfits 1 12-1 14 

Desk chairs 

Bent wood 72 

Victoria ds 

Desks 

Chargin. .g 61. 50,1. 144 

Flat toj) 64-66 

Dictionary catalog subject heailings: 

A,L.A 207 

Dictionary holders 83,4 

Drawer cabinet outfits 

Close construction 139, 140 

Standard 131-138. 141,2 

Duck sHp covers for lxK>ks 161 

Dummies for books 1 76 



Eclectic card catalog rules: Under- 

jcldt 206,7 

Klcvators for lxK)k stacks 38 

Kml)ossing stamp 174 

lunerson hinder 181 

Employment Bureau, L. B. . . 17 

K(iuipment for libraries 9, 93-170 

J^>asers 97. 195 

Hrasurcs on cards 97 

Expansile classification : Cutter 200, i 

Kxtension shelves for folios 52. 55 

F 

Files for letters 

L. B. boxes . . . .' 187,8 

Vertical file cabinets 87-89 

Files for newspapers 

Athena'uni files 190 

Atwater files i<;o 

L. B. lx)xes 187 

Files for pamphlets 1 85- 187 

C. C. pamphlet cases 186 

Clacher pamphlet box 185 

L. B. boxes 187,8 

Vertical files 87-89 

Files for periodicals 

L. B. boxes 187,8 

Racks 45. 76, 7 

Vertical files 87-89 

Files for photographs 

Special 53-55 

Vertical 87-89 

Files for scraps 188,9 

Flat top desks 64-66 

Flooring in stacks 37 

Folding steps 80, i 

Folio bookcases 52,3 

Furniture department, L.B. 42-91 
Children's furniture. .57. 59. 61. 63 

Sfiecial furniture 43-55 

Stock furniture 58-9 1 

G 

Glass flooring in stacks 37 

Guide cards 

for card catalogs 108-1 10 

charging cards. ... 110, 114, 154 
Gummed kibels 180 
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H 

Handwriting for cards </>, 7. 203,4 

Harvard Univ. Architectural Building 

Extension folio shelving 55 

Photograph file cases 53,4 

History cards 106 

Holders 

Dictionary ^3.4 

vShelf lal)el 35. i77.« 

I 

Illinois University, Champaign: 

Faculty room furniture 46 

Index slips 101,2 

Indexes for pamphlet boxes iSS 

Inks for card writing 96 

for stamps and ink pads 173 

Inkstands 196 

Interior locking attachment 112 

Interior woodwork, L. B 23-27 

J 

Jersey City Library: 

Cataloging room 92 

Aisle in stack, with light 33 

Newsijai)er room 4S 

Reading room 47 

Reference room 20 

L 

Label holders 35. 177,8 

Labels 

Gummed i H9 

Shelf 178,9 

Ledger clip 161 

rest 1 6 f . 1 96 

Letter copier 90 

Lettering <m binders iSi , 183,4 

Lever key lock rod 1 1 1 

Library abbreviations: Pvuey 204 

Library binder 181,2 

Library Bureau 

Departments 11 

History 7-g 

Policy and purpose 13 

Terms 5 

Library catalog cards 97-107 

L. B. Standard 97- ux) 

S[)ecial printed 102-107 



Library dates 155. 171 

equipment 9. 93-170 

handwriting 9^>.7. 203,4 

Library notes: periodical 207,8 

Library primer; handbook: Dana . . . 204 

Library school rules: Dewey 202 

Lighting of stacks 33. 37 

Locking attachment for card cases. . . 112 
Lynn Public Library: 

Children's reading room 56 

DeHvery room divan 42 

M 

Manilla C. C. pamphlet cases 186 

IX)ckets 1 52i3 

Medford Public Library: 

Delivery desk 144 

Stack r(K)m 38 

Month guide cards 109, 1 10 

Mucilage 1 94 

Museum accession book 161 

Museum fittings 25-27. 198 

Specimen cases 24. 26,7. 198 

N 

New Britain Institute: 

Reading room 49 

Stack, top story 32 

New York shelf list sheets 163 

New York University : 6 

DeHvery desk 16 

D(M>r with secticm of wall stack . . 41 

Librarian's room 14 

Reading table 45 

Rotunda reading n)om 10 

Second fltxir balcony stack 34 

Seminar room, showing stacks. . 28 

Newspai>er file cases 187 

holders 1 90 

racks 74 

North Adams Public Library: 

Children's reading room 12 

Numbering stamp 173 

O 

Oblcmg reading tables 60-63 

Orange Public Library: 

Stacks, gallery and main flcKjr. . 40 



214 



